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ABSTRACT 

Part of a two-level career education curriculum 
initially developed for migrant children, the book is the first of 
three secondary level texts designed to provide high scftool students 
with self -awareness, job and role information, and J, 
decision-making/goal attaining information related to career 
education. The text provides job and role information on 60 aofas m 
15 career clusters defined by the United States Department of Labor: 
agribusiness, fine arts and humanities, business and office, 
communication and media, construction, consumer and homemakmg,; 
environmental control, health and safety, hospitality and recreation, 
koanufacturing, marine science, marketing and distribution, personal 
services, public services, and transportation. The book defines each 
cluster, then uses a story, cartoon, interview, fact sheet, or poem 
to describe each job. Each job description in the text is followed by 
a short quiz. Illustrated with line drawings and stick figures/ the 
book has been written for three reading levels:* third grade, fs|th 
grade, and high school. (SB) 
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CHOICE development began in 1975» as a result ot a <{tudy indicating 
that, whereas migrant children and middle class youth had similar 
career asp'tum^ions in the ear ly . grades, the career information, 
self awareness and decision making skills available to migrant 
children in the later primary school years were severely limited. 
Although the development and overall design o£ the curriculum was 
done HXth migrant youth in mind) use of the curriculum has been by 
migrant and non-migrant youth. Funding £or the development and 
production o£ the JB&teriala Kas come from a variety of soticces 
including CETA, the Career Incentive Act, and Migrant Section 
143. There would appear to be an overall need for the type of 
information CHOICE provides on the part of both migrant and non- 
migrant youth. Therefore at present the intended audience would 
be all of our school age youth (including high school dropouts}. 

The CUCICB curriculum is built on the three strands of career 
education: (1) self awareness, (2) job and role jin£ormation, and 
(3} decision-making/goal attaining and is desigs^d on two levels. 
(The materials have been successfully used, however, in the upper 
primary and lower secondary in a non-absolute fashion crossing 
over the indicated level boundaries.) 

The first level, Basic CHOICE, is for students in grades K 
through 6. Each unit, Bl~B7, includes: (1) a pre- post-test, (2) 
a consumable student log, (3) a teacher log, and (4) a set of a 
minimum of 20 activity folders. 

The prer post-tests for B1-B4 are in picture foraiat for the 
student with an accompanying teacher administration guide which 
indi'^ates the exact wording for each question. . The tests for B5- 
B7 are in a written format with an accompanying Heacher 
administration guide which indicates directions and the exact 
wording for each question should the teacher decide to read the 
questions to the students. Answer keys for all tests are available 
and included with the basic set of CHOICE materials. 

The consumable student log and accompanying teacher log contain 
the Job and Hole information for each unita Each unit, B1-B7, 
contains information from two of the O.S. Depactisent of tabor 
defined career clusters. Each log covers at least: fiv*. 
occupations of careers from each of the two clusters. 7he 
student log contains worksheets related to language arts skills 
using career related inf oraation, ¥?orker stories in Bi-B4 arc 
found in the teacher logs and designed to be reaa to th^ 
students. Worker stories in B5-B7 are contained in both the 
student and teacher logs. The teacher logs qontain all th9 student 
log pages in addition to the stories, for lil~B4, and additional 
suggested activities and career related vocabulary, foe Bo~B7. 
All the teacher logs contain suggested 'answers to the st udent 
exercises, but it is emphasized that any logical student answ^i: 
is to be accepted. 

The accivity folders on each level are divided into three sets, 
one for each u£ the cai'eei: education atranUds (1) tielf awareness, 
(2) job and role information, ard (3) decisioa-making/goal 



attainlnij. Each set o£ folders contains activities, stories, 
poens, and game-type activities all designed to help the student 
Xearn about career education and himself or herself. 

The Advanced level of CHOICE materials consists of three texts. 
Again the organizational and developmental format was based on 
the three strands of career education and the 15 career clusters. 

The first of the three texts is OCCUPATIONAL RESOURCES. This is 
the job and role information text. It contains 60 selections, four 
from each of the 15 career clusters^ written in story, cartoon, 
interview, fact sheet, and poetry format. Each selection contains 
information on the tasks, skills, training and tools necejsary to 
the career or occupation as well as the reading and mathematical 
requirements for the job. Selection of the careers covered was 
based on two factors. One, both entry level and advanced training 
level jobs were chosen within each cluster. Two, actual 
practicants of the job or occupation were interviewed as to 
their tasks, skills, training and tools. After the selections 
were written these same people were asked to review the stories 
for accuracy. OCCOPATICHAI. RESOURCES has been rewritten on both 
the third fifth grade reading levels as well as in the 

original high school reading level. The information and technical 
vocabulary has been maintained in the third and fifth grade 
reading levels but other parts of the stories, cartoons and 
interviews have been adapted to make reading easier. 

The second text of the Advanced materials is CAREER NOTES. This 
volume contains the self awareness and decision-making/goal 
attaining information. It is designed to be uRed in Individual 
sections depending on the need of the student. Again various 
formats have been used. Including poetry, cartoon, and game 
activities to provide Interest for the students. The sections 
included in CAREER MOTSS are described in the Overview booklet. 

The third text of the Advanced materials is MISSTOM INFORMATION. 
MISSION INFORMATION is a manual designed to accompany work 
exploration and experience programs. There are three sections; 
they are designed to be used independently of each other. The 
first is on interviewing a worker to obtain information about 
his/her job or career. The second is a "shadowing" guide to lead 
students through a worker shadow experience. The third section is 
a guide to a work experience program. Each section leads the 
student and teacher step by step through a discovery process. The 

aLudent leaina whece ana uv% Im av4uXce iiiloti&aLion diiu hOw to 
organise his/her self knowledge and job knowledge in order to 
make effective decisions. 

All of the Advanced materials are presently available in Spau'lsh 
as well as in English. The Basic materials are In the process o£ 
being prepared in Spanish. The Spanish editions are MOT direct 
translations of the English, rather we have tried to produce a 
parallel version which makes sense in Spanish. 
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OCCUPATIOKAL RESOURCES 
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WORK CBSTER 
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OCCUPATIONAL RESOURCES 



This sacticm of your worKbooK presents infonaatiem abtSvk tmn 
workers. nv« thOi work as {mrt of the GOI»CMK Mm MONBMAKItlG 

« 

OUBSR CliUBTBR. Fiv« otiiers tmrK as part 9t tb» SIfVZllOllKEIfm. 

CDirmL GMieea cluster, ooiber OiOstsR im Btmpir a imk tor a grouy 

of occupations that are alike in aorae way. Workars from the 
ODNSiMBR ilMCNMRXiiQ Cluster help to produce ml iaipfove food* 
clothin9, HoM fuTniahiAsSy end oere of family members- Hortore 
from the ENVXAONMEHTAL CONTROL Clufiter help to protect land, water, 
air, and heelthy relationships oftong all living thi«98. 

The workers you observe, in your coaimunity may fit into one of 
these clusters. Other CARB&R CLUStERS are: 




RUSB«8 ARd orrxcB 



COlMliXCATI^ AND MEDIA 



'OMSTRIlCnOU 



FXHB iOkia AND tRJNRMXTIES 



RgaLtR ANX> SilFETX 



A6RC8USXIBSS 




R05rXTJKLm ARP RECRfiATlON 




RANOFACTURIICG 



fmtZRB 5CXSRCE 



MAftUTXnG RRD DISTRZRimCM 



fSISOMAL SERVXCRS 



PORLXC SSRVXCK 



^ TRAt^poRTATtfRi. 

whe/e cto some^ workexs 'thaii yoo've. ohserved fit in? 
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ESTATE 

Maryannc: QiknI *»nilftS, Ms. Ibttar. IHwilW l<»r Mmln^ m 

m. Pot;er: You're ««t«pme. M»ry«rte. « <«t«rvl«««, aspeclaUy «fth 

students. What would you like to know today? 

Haryarme: l»« just starting to find out about the real estate business. 
Could you tell we what you do every day? 

«s. Potter: I spend a lot of time driving •^""f J" ^^^.[J ^^^d ,dea 

looking at houses and property. This way I get a PJ®")^ Jt'" _^ 
of what neighborhoods are like. I have to stay on ^rl^^Ji^ '^f^,^ 
witrSeople In the cowiunlty.^ It's l«9»ortant that they ^^ ^J^ 
^Tt Ido. I also spend a lot of time especia ly during 
Td evenings driving around with people (^f**^??* ''^^^^u^ * 
who arc Interested In seeing houses they might ^^2^° 




f 

Maryanne: How often do you sell property? Is It every day? 

Maryanne: I didn't know a real estate agent did that much. You really 
keep busy. 

«s. J'otter: I .ure do. but I only have ^-^f^^f J^J^f ' H^'hiursTate'"' 
I could work part time or maybe just on weekends. f^jTrll q-^ 
to be flexible because my clients can't always be free fron, 9 5- 

Maryanne: I bet that the fiK>re you work, the more mDii«y you make. 

MS. Potter: That's not true In my business. «f ' ' ^^^^^/"JTI^'^^ 

That .«ans I get a ^^rtaln percentage i^^.^^ij^^fUi^^. 

the sales I make. For J^^* L !!t L?! fivf thousand 

If I sell one house for fifty thousand dollars. I make J' ^ ™" * 
iol a^ on the sale. If I sell two pieces of property for ten 



I 
I 



iHoutanA dol1«<« VWmakm only two tN»yMi«d 4ftllirs. Even 

if it UkM flv« i3n«t»» 1» sen tih^flfty thoufand iloUar 

house. I ytm fwke five thousand dotlnr**. And if it takes me two 
nwnths to sell the two ten thousand ctallar properties, I 11 stm 
make only twj thousand dollars. 





January 4, 1981 
Mat chi April l9Bi 



fcfal 2, ooo 



«tary»fme: Ttiei^'ft Iteitfet land e¥*fy»*ftfe you I be* you oauU do 

this i«b place in ti« wl|ol« CM«i«ry. 

Ms. TNif* tfu.- » C*" *^rk qnlY ir4ie re houses P^^^-^^ ^i;* 

being bought and sold. And some areas have so many real estate 
agents that none of th«« are mnh i-m^y. the moj^ 

familiar agents are wUh the areas they work In, the better their 
chances are of doing well. 

Maryanne: . Could you tell me how you tacM a real estate agent? 

Ms. Potter: I had to take a fiO-hour training course at the local 

col Use because I needed to get fny special H cense. This license 
says that I can work as a real estate -gent affiliated wJt!; 3 . 
spe«ff ie afow^* 




ftarvanne: Why is It so Important to have a license? 

Potter: There are so n»any real estate laws and local zoning laws that real 
estate agents have to know about. So, each state g.vcs a licensing 
exam. The people who pass can work for an agencv. 
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Maryanne: How do you 90 ahtuit salMi^ S p\M of prtpertyt 



Ms. Potter: 



Itell. here's I <to. »w« iie io help 4h«m sell their 

home! I look over the pr^^ and a<ivi*e them about the market 
value of the property— IHaet wtans how nkich inoney they can expect 
to get. If they w»irt; tO 0©* "ore nwrvey. I tell then about things 
they can do-like paint, put up a Hm, or" fix the roof- to make 
their omsrty worth more nfoney. Together, we decide on the amount 
of money to ITV to sel 1 the prt»|*rtf for. Then I «f -'^'ifTl'*** 
a picture of the house in the newspaper and In listing sheath. 




fUryanfMi: 



I »••. When people want to byy prt^ffH. V>M can just tell them 
Mliera it Is aiv« Mhat It costs. 



Hs. Potter: Vs. Utien p«op1e f afcoMt ^^^V*^'? Jl.I'thev^'can 
know'what kind of prjperky tHey want and how much money they can 

afford to fay. Then I »hoi* th«R wfi*t*S 

Haryanne: 5«H»fO»t I ^t,X^ buy a house that's not for 

mK Calk to th«. owiie>^? Maybe we could convince them to sell tt. 



Ms. Potter: Sure wculd. V\aVs part of «ny job. loo. 




0 O a O 



Maryanne: 




Suppose I have $30,(JiOO t<5 s^hd on a house and the owner wants 
S'tO.OOG. What happens then? 



t^% Potter: I'd heig you bargain with the owner. If you agree on a price, I 
help reid and Interpret legal documents like contracts, purchase 
agreements, loan applications. 
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Haryanne: What tofjls do you use the AiOSi7 



Ms. Potter 



Itell. » car is the Host ImpOTtent t0bl for me. I slso need legal 
documents like t «Biito»,on*4 Juflfr n»w--and I always make sure I have 
a pen handy. Besides thBMt I n&W OfithC t«leM^OiMt a lot, 
"For S»l^ And '*Sol#* ftigns, and the newspaper. SoMtim I 
ever, mcd a OSAtri. 





Maryanne:^, Utay a capK^^T 

Ms. Potter: Well. I tal«& tWpidbufes for the ads in ^ mcn-papen and listing 
Sheeis. A pictttra, |ou know, Is worth a thousand words. 

Maryanne: What elsc do you Have to know, or Have to be ^oed at ^ingt 

Ms, Potter: Keep my ayes and aars open. Know who might be moving, keep up 
with what's going on by reading the ne%«paper, attend town and 
county toning maaUf^i 





"Wen, if I *»<*i Irtic.i«j»ij««i «" UiCOiTiiHy a TCti! estate avjent , what 
»«iuid be helpful for me co do, now, wJle I'm in high" school? 



Ms. Pottter. I'd say, l**m •!» ♦he busim»«is ski Ms yo» ran: typino, hnr-k- 

keeping, and the iisa of office machinery. Of course, in college, 
you should take courses in law, contracts, and insurance. Actually, 
there are even correspondence courses available by mail that can 
teach a lot of what you need to know. But if you don't enjoy 



BEST CQ?V hWMi 



^eop1«i and van don*t hmvAilhm, ^ysicAl enei^gy toget out aiid look 
ar^ low. 

at thij Job. 

nv Potter: t*A glad I be M-lpftf t . Cuod bfa^ nen^. 

Maryanne : Qoe4 hf^, aa^ thanKs agat a.* 



I 

|^eapi«»l r*>M <im^ V wvia vwbt f^yaj^m* ciib*^ vc» 96x1 ouc ana i< 
fiMipdl atld bTow- a- ffart" <>f^vcurcowMrt> ty, chances for tucce&s 

I 
I 
I 
I 
I 
I 
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I 

f 

I 
I 
I 
I 
I 

er|c 13 



3XIX ^M^mit 

mL ESTATE Asanr . . , estrte aseut. . .real state muT, . ^seal est *f 

s 

. MIoK are iem q«est|ons skoot the «kiUs and t»»ks. 9 

«f a R6#L eSTATC ACfiHT. ; 

AmK»r these ^st<ons by |>iftcfciA9 ^ ccrreci word or S 

VAriH In itw spaces prv^lM. if ihere &re any qu«fiion5 r* 

yott can poI: answer, rereail tlie intftrview a(i4 90 back m 

oirer these qvix (faestlons vntfel vo« eaii wrffce all iha ^ 

correct an3MBr« In ike 3f»aees ffltc^. *^ 
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J None 5 toplt or olem of Nhat is one use fur each tool 
S W'^^"^"'^ o^lece 0-1 «,«.p«e«t you )»ve 



1. 1. 
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KM. EST/VTC A^T. 
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o fm. eSTAfC A6lHT(m the Job. 
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I am an executive 



CXECVTIVE 

C0riAn$ and I work at the four Star^ 
hoUMUuufKi"* As SMpMVlSOr of the housekeeping department at the hote!^ it 
n\ job tlP make sure that others carry out their housekeeping tasks, I hire 
train, and schedule the folks that do .cleaning, laundry, and n»4ntcfi 

at rhe St^ir. 



and fn^^ntcfl .n 



>ks 



tiiiiiiiif 



nm 




mutini 



aflOD 



I kBOf) records of when these ho teT employed conte and go and of all that 
they «aeh day. |«sides all this, I inspect rooms to make sure that they are 
in order and well maintained. Actually, I sometimes even lesign rooms so that 
they iire t.iost attractive aM efficient. Then, 1 decide on furniture and access- 
ories. That makes me feel like an interior decorator. I also use inventory and 
order "orms to keep a close track of all ^uQplies that are Nought and 
That's iiy stock inventory. 






I 
I 



Icaely with the hotel tTtanagei^becauie I msf report repa>rs*that 

_ _ _ f ,t}'.o order supplies, and even furnishings for the hotel. Since 
the houi>ckcie^ing department has its own budget, and I in chanf^ of keeping 
financial records, I «MSt consult with the manager about spends ng Urge amounts 
of hojSL'keeping's «pil€y allowance. 
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What does it taN& to do Job? W&ll; slAce t tell ptflpU, what to do and 
how to do It. I've got to kflON tm hotel lA»i<le WMl OUt^ and got to be 

pleasant to work for. That MaVf the peofle I JUpeOfise led gpod about working 
hard. I <|im>t set: pushy when t teli p«Qe1« ytlhmt «bst ^ fbne, but Mm always 
firm. 1 aUo use my ability to iin4 out about pepfU Mhen I interview folks for 
jobs. \ stt tKe« to talk alRilit l^at they're like, what's in^ortant to th«i, 
and how they like to work. Besides thAf, why, I need a good head on fftf aheuIdeiS 
for things like MtH becAMS*^ %ihien I ©nkr-«iatenals I « ve, t» the best 
buys for the Star, end a lot of money is cntnate4 i» me in the budget. Finally, 
l'\e got to be cocisc lent ions because I MOrh. Independently and never need anyone 
standinf over me to make sure 1 do a .^od Job, f A «^ Oeat. 






The tBols I use fer my work ire a floorftan of tISI hotsel . ^th ymtker*% 
time card and job schedule, seneral tiot«l tasK ll&t, and a handy clipboard 
so that I can take notes Ml day about: Mfaat I j»cc and hear. I use. a telephone 
to talk with people i f\ dl fferettt parts of th«liote|; to arrange intervle»fs, to 
take calls from ciNpioyees *d»o call in sicK, and to speak »iith e<|abpnertt and 
goods 9upp|tars to check out priM- Of course, with all the scheduling I do, 
I need a few good calcnd^a, on days %*heo we*re abort a fei» housekeepers, 
or when 1 train a new iwusekeeper^ I worli lilce esueryone else. In mf departaen*^ 
with iiidustriat vsacMUmSf cleanserav meps, and okher deaning Ttuff. 
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i was a hpiMtek^^r htr imiw YbmK? befefC' I 4eefded i itfanted to use more 
of my skills and get paid for using ^bflM. I sent away for a ml \ oriter course 
to learn to be an executive twmcKi »p c.r and it to^ Just a f«w ««»tKl to earn 
my "degr^.** Vm praud to say tN:^ as \*m a iMMker of tha National Executive 
Housekeepers Association, t*fii Cs^^iallf q^lifled. I took an SO-^hour eictra 
course offered by the AsS^OCittU<N», and i p9&sed with flying cotors. t learned 
a lot of things that help me be ippre efficient at work. Other people take 
courses at conrounlty colleges, and some r>%hcrs just work so hard as Jwuse- 
keeperj that they are promoted to the executive level. 




Besides that, because different hotels need to be run differently, some 
hoteis even fly their new «)«cutive housekeepers to special training conferences. 
That way, they learn the standard way of rwining the housekeeping dcpartrnent 
at that type of hotel. 




Executive lkH«€l(«cpftr is an ir^rtant job, and if it's not 4m. right, 
the whole hotel suffers, including guscfts. I enjoy what 1 do, en4 I see the 
results of my good work when clients ccMne back to the Four Star Hotel, and 
when they con^liment the hotel manager about the clean, or4urly ¥atf we keep 
things hsre, Aod I'll t*n you scwiethlng else, dsn if every hotel in the 
world closed twnorrw, f could probably j^t a job as an £j»cutive Housekeeper 
at a hospital, college, department store, office building, or Ifftdu&triril plant. 
Without us Executive Housekeepers, the world would be a messier piece to live 
In, Yessiree! 
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SKILLS AND TASKS 

Follows bluefiinti and teisn Sp^flCft^M 
to Install and f«^<r motors, ««fOrotors, 
and other components for refrigorjf&ry^ 

freezers, and air conditioners. 

Connects duct work, imfrlfMrafit Hfic, 
and other piping to electrical power 
source (may weld or solder) . 

Charges equipment with refrigerant. 

Adjusts balance of air distribution and 
air pressure. 

Installs electrical circuits. 
Insulates cofldponents . 



inspects, cleans. liihri«A««t. dianats 
and checks conportfit fer l«afcs m port OfP 

maintenance duiy* 

Manual itexterlty apderdftriy tlilnklflf 
are fiapertMitr. 




TOOLS AND EQUIPMENT 

Cooling units which obhslst of a conH»ressor, 
condensf r, nmXTlng iaiflc^ «^»»pOf>l«>r, 
connecting tubes, stai^i^ 
fan motor, filter, exhaust tan aMow 
refrigerators or air oonditlmiv to 
lower the ten^rature. 

Thermometer— measMflBi tOPpOfafture. 

Refrigerant leak detector— finds leaks. 

Anwieter or vol toieter— locates equipment 
breakdown by nwtirins electric current. 

Small hand tools such as screwdrivers, 
wrenches, etc. 




BEST i»PY AVAILABLE 



I 



HEFRIQillATlOll Am Alf^ CONOmONIMa ICCNANIC 



Vocational school CDMIMS in Rafting, 
refrigeration «ii air cmditioninf repair, 
or Haatifif, 

Courses In heating and refrigeration 
theory and practice at colieges or voca- 
tional schools. 

On-the-job ' "aining. 

Periodic service clinics or factory schools 
are part of ongoing' training while 
ei)4;lnyed. 



WORK PLACES AND CONDITIONS 

indoors at maniifacturifis plants, refrigerated 
trucks, pltnes^ Ahips, railvfay cars, 
warehouses and terminals, stores, homes . 

No office confinement, and often no direct 
supervision . 

Usual ty wariCi mfular hours during tlw day 
but imy tm called for emergencies at all 



AREH0U5E 

□ □□ 






ERIC 



20 



I prepare and cook food for folk In laQpe. <|t|Mit!es . 
After ten y^bCft of ttvperlc^nce, t do It with ease. 

Thou^ I've always *«rked In kitchens, they've never looked the sa«.x 

Restaurants, cafeterias, or food serving chains. 

For hospitfls, or any instltuti<»i you can name. 

I've even fl;«d hlgh-fiylng food for people In alrplaiws. 

A galley cook works In a ship, far out at sea. 

Wherever people gather, they must eat, and so, need me. 




Well, there are plenty of ways to learn to cook up a storm, 

Experience was my way, tHough It takes a little Icmg, 

In high school, i worked making heros and spreads. 

Next year as cook's assistant, I earned a little more breed. 

Then at d hamburger joint, i kept my grill clean, 

But spent a lot of time the first few months, sifting French fries 

through a screen. 
\ learned to fi»ke quick diniwrs, good chow with no frills. 
That leil me to a better job, a resort In the hills. 
Ttiat's where I learned to do some fancy baking. 
And you know, cooking for one hundred, there's no way of faking. 



You've got k» ka fulck and you've to be gftOd, 
You must measure real well, and have a knack with food. 
I follow directions and keep wy i(«>rksi>«cc clean. 
Board of Health Inspectors can get plcl^» It seems. 
I multiply ray recipes for banquets or » party, 
I need my math when mouths are many and «.ppet|^es are hearty. 




Some tools of my trade may be familiar W yOM' 
I use forks. sfiatulAs, ladles, fmUlg bltnd^rs, and spoons. 
I use special French knives with big blades for dicing. 
Hicro-wave ovens, and machines that do Slicinf, 
Strainers, wire whfsks, mixers for batters, 

I measure with Jif»oons and cups and scales, and tuTfkl^ food on platters 

Believe It or not^ It's especially new. 

The way mashed potatos are coming to you. 

You push a button, they plop from a slot. 

fladc of powder and water, homemade they're not. 
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i prepare soups «nd gravie:> before each night beqir.*» 
I contact food wholesaler-i to get the biggest bargaicir,. 
My work is often under pressure, I can really feel the huat 
And waiters can g*?t- snappy from long hours on their feet. 




If I were chef, I'd plan menus , and specialize In baking. 
And supervise the other cooks and taste ¥^at tl«y nuere making. 
Although experience is one way to learn, as I've already said, 
There are quicker ways to help ambitious co<^s to get ^ad. 
Some two-year college courses can help you learn the tra<te. 
But a culinary college Is where a chef is made. 
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Read tl« «iesttons and^fiil m ^ 






Mm 3 oihthe-Job tosfcs ond/or skills 




1. 
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Roving Reporter: 

Ms. Perez: 
Roving Reporter; 

Ms. Perez: 



ECOLOQIST 

Hello, Ms. Pv,rez. I'n Roy Jones, reporter for Ravtng Tinies . 
You are the first ecologist I've hdd the chance to la]k to. 
Hello, Roy, Good to meet you. 

Fran what I've read, I think of an ecologist as soowone who 
fights pollution. Is that really what you do? 
Well, that's part of what I do. I also study radiation, and 
anything else that threatens life. But, that's not all. Since 
my main job is to study the relationships among organisms 
(that's plant and animal life, including human beings), and 
between organisms and their environment, I've got to study 
the biosphere (that's living things) and the non-living things 



that make up envi ronmant—weather, minerals, streams, marshes. 




Roving Reporter: 
Ms. Perez: 

Roving Reporter: 



Who do you do all this work for? 

Well, f'o! workinn now for Convenient Telephone, ro help them 
decide on the best places to put their underground cables. 
How do you go about helping them? What are your job tasks, the 
things you do when you take on a project? 
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First, I must hike around and get to knew an area well. Then 
I take samples of plant and animal Uf^ t6 find out how their 
envlrontnents affect them. Often 1 compare different envi roniwnts, 
observing and measuring the differences In them and figuring 
out the causes for the dtffeirences In amounts and types of water, 

« 

1 ight, and sol 1 . 
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Roving Reporter: 
Ms. Perez: 




ill you do with all that Information? 




I'M write a special report called an "Environmental Impact 
Studyl"" It will t^e months to prepare and will describe the 
effect^s of^he cables\on the environment and biosphere. The 
study will also give Convenient Telephone advice about the 
n»>t ecological way to go about laying the! r underground 
,cables. Of course, animals will lose theii' homes, tree roots 
will be damaged, the courses of streams may be altered— not 
to mention the effects on rock formations, plants, and all^ 
the wildlife that dcpendston a stable environment. 




ftovlhg Reporter: It's amazing how just diqging a trench can affect the ^o!e 

environment and living things there. 

Ms. Perez: Yes, it Is anazini. Roy. I'd like you to meet my friend and 

colleague, Mr. Rossi, who is working on an Environmental Inpact 
Study to determine the effects of a nuclear power plant's 
cooling system on the fish In the nearby bay. 

Roving Reporter: HI. Mr. Rossi. Are those your tools on .the shelf? 

Mr. Rossi : Yes, they are. 

Roving Reporter: .What are these nets and bags for? 

Mr. Rossi: Well, right now. Roy, n,y work is to collect samples of.plant 

life In the bay with these collecting bags. This is a plankton 
sample net, and this sweep net here is what I use for collecting 
Insects. Since insects, plankton, and other plant life In the 
■> bay are food for the fish, I have to study them too. This 

sein net is what I pull behind a boat to crowd the fish together. 





Roving Reporter: 
Hr. Ro^si : 



What do you use ^hese other tools for? 

Vtell. I use this nansen bottle to collect water at different 
depths. I get samples of the bay bott«owith this dredge scoop. 
And look at this disc. When I lower it into the water until 1 
can't see it any more, it helps me measure the muddlness, or 
turbidity, of the water. 
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Itovlng Reporter: 
Ms. Perez: 



So you two L)oth work for «ti!lty companies, huh? 
Yes, but there are plenty of different kinds of work places for 
a qualified ecolog!st. Nurseries, history museums, zoos, and 
aquariums are a few. Some ecologists work for toxicology labs. 
They measure the effects of toxins or poisons on living things. 
Other ecologlsts work In colleges as teachers. Sometimes 
people wtK> want to build homes consult us to find, 
places ta bui Id. 




Roving Reporter; 



Ms. Perez: 



Roving Reporter: 
Ms . Pe rez : 



Your work sounds challenging. What kind of training doc^ It tak 
to beccMie an ecologlst? 

Well, training In biology and chemistry Is heloful, so success 
in high school science in iirportant. High school science 
courses can teach you how to use laboratory equipment, and 
to do experiments using the scientific method. That's just 
an orderly way to arrange observations and hypotheses. Being 
a full-fledged ecologist usually requires about six years of 
college, the time It takes to earn a Master's degree. , 
How RRjch time do you spend here In this office? 
Well, frankly, I prefer to spend as nwch time in the field 
or in the lab as possible, but this Is where I check up on 
reference book infonaatlo^, like environmental and zoning laws. 
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I also keep a let of maff and charts here, and my library 
of plant and animal specUs key books. (These soil and water 
testing chemicals should be In the Lab). Sometimes I spend 
whole days here, though, researching and drawing up diagrams. 
I also write the Environmental linpact Studies here. 



Roving Reporter: 
Ms, Perez: 



Are thv a tools you a|so use on the ^^ob^ 
Yes. In the field we carry binoculars and a caraera. tape 
measures, calipers, a light flieter, and metal stakes that mark 
off the plot we are studying. This rain gauge is too large 
to carry around, but it is useful when we measure the amount 
of- rainfall in an area. This lncr«nent corer bores into a 
tree and tells us the tree's age. 
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Roving Reporter: An ecologist has to know an awful lot. You've got to 
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Ms, Perear; 



$c!€:ntlst c<nd a writer at the same time. You W6nt to college 
for stA year:;, and yun know htyn to use all kinds of equipment. 
About how much raoney do you n*iiKc7 

Oh, an ecologist iwkes atout 13 to 16 thousand dollars a year. 
Roving Reporter: That sounds like a lot* Is there a chance that you can advance 

In your field? 

Well, If I studied more and earned a PhD, Md earn more money. 
With a PhD I might also be able to suj^rvise other life 
scientists in research projects, or I might go for a teaching 
post at a OTllege. But for right now, Pm content with what 
I learn in the office, lab, and field. 



Ms. Perez: 





Roving Reporter: 
Ms. Perez: 



Roving Reporter; 
Ms- Perez: 

Roving Reporter: 
Ms. Perez: 



What are your working hours now7 

Host days, 9 to 5. But If Mm involved in a lab project. I 

stay as late as It takes to complete my v«jrk, mybe 7 or 8 PM, 

Actually, t^ve even stayed overnight in the field a fa* times 

when working on a special field investigation. 

It certainly sounds as though you enjoy your work. 

Ves, though it's taken me years of study, I love studying 

nature and I try to keep humans aware of nature's balance. 

Thank you very much for this interview. I've learned a lot. 

Any time. Thank you. 
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My name is Raul ami I'w a surveyor for the Hldlow Land Survey Company. 
My job Is to measure and record land areas, elevation:,, and contours accurately. 
Besides having physical endurance, a good surveyor must take the trouble to be 
precise, not only in measuring, but In drawing maps of th^ measured areas. 
That means plotting areas to scale * This sort of vyrk Is done carefully In 
an office, after tlie outdoors work Is done. 





Measuring land accurately and locating land boundaries helps solve legal 
problems and disagreements. Part of fl.y office job Is to. prepare legal descrip- 
tions of the land we measure for leases or will disputes. Of course, a survey 
team Is an In^ortant and basic part of any construction p an so we re often 
contracted to measure posUble construction sites In <tetall. Besides i s. 
%tfe often do the preparatory work for mapmakers or cartographers. 

You know, when I was in high school. I just'wanted a summer job out of 
doors. . I' started out clearing brush from the survey or meaj>grlng line and 
also pounded the temporary markers, called range poles. Into the ground. I 
loved being outdoors, but I also realized that I enjoVed working with a crew, 
and that there was a lot more to survey work than just ts.de. pounding 

in stakes and measuring straight lines and angles. Ounng that f.rst summer, 
the crew leader. Alfonso, needed to take some aerial ^'^S^^ [^[f .^e 

plot in order to lotate different land features. From hundreds of^ feet In the 
air, A1 explained to we about the land 
and about some land features like drumllns 
and gullies, and anticlines. From then ?. 
on, I took a real Interest In the field 
of surveying and decided to stick with 
It and get my degree. Yes, a degree!! 
I had taken a drafting course at 
vocational school so I knew about 
precise measuring and drawing to 
scale. My big problem was that I 
had to plug through algebra and 
geometry before getting into the 
college program I'd chosen. Though 
my partner. Teresa. Is a good surveyor 
after a two year training course at-communlty college I m glad I chose the 
four year program. I feel I'm better prepared to deal with more types of jobs, 
and ttough I specialize In land surveys, f know that could enter the 
fields of higlway. mining, pipeline, and even hyd ro (water) graph. c surveying 
without too much trouble. 





34 



I 
I 



It's important to a/ rhaf even though T«resa and I are qualified, and 
have been well educated fof the job, we no to sp^cfal yearly conferences 
b<*cause we want to keep up with the lat#".t methods and equipment. 





.^^^le that don't care about this sort of thing arc asing otitdated tonls. 
Surveyors used to use chains, and some corapanles are still using steel tapes 
that run along the ground. Now, though, we mostly use a special prism that 
sits on a tripod holder. Then a pluwb bob is set up at the other end of the 
distance to be measured. The plwab bob has a poli.tod tipland points to a 
precise r,pot. Light passes through the prism, and the ^w\unt of tlaae It 
takes (thousandths of a second) for the light to reach ti^ spot below the 
plumb bob is measured or calibrated by a special cou^uter. That s hcv; • 
measure distance. Amazing, huh? Vte measure angles with an Instnwienr called 
a theodolite (accent on the od) . a kind of transit. 




Of course we use m^S aS we^f as .sketch pads and pencils, lignt tables, 
and drafting compases and rulers fof the office. 

Work as a surveyor Is rei«rdlng, and I'm glad I stuck with It. Surveyors 
arc hired by govermaent agencies, construction c<wipanles, architectural flrws, 
railroad, mining, coal, and utility corapanl'.s, and civil engineering offices. 
With Biy skills. I'll al%*ays have work: Work tnat's varied, Interesting, and 
challenging. Best of all. I'll be working with a team of people who work 
together to do a job right, and who enjoy doing what they do. 
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HORTlCULi JRIST 



SKILLS AND TASKS 

In^roves plant culture to make pi.mts 
more attractive, more productive, or 
of better quality. 

Helps Improve food value or pe»t re&ist^ce 
of food plants such as fruit and nut t^ees, 
and vegetables for pec^le or llvestocK. 

ftesearches and experiments with plant 
breeding, storing, and processing. 

Studies plant diseases and parasites, 
and the effects of chemical fertilizers 
and pesticides. 

Educates farmers hew to grow better crop 

Supervises nurseries and greenhouses. 

Love for plants and fiood eyesight are 
Important. 



TOOLS AND EQU!Pf«NT 

Special soli mixtures- -provides varied 
growing enviromient. 

Soil steril Izer— reoKives all bacteria 
from sol 1 . 

Brushes for pollen graIns*--cross pollinate 
piants. 

Insecticides— kills Insects. 

Scales— measure weight. 

Microscope— magnifies tiny specifrcins. 

ChrtM^to^raph — measures Insecticide In 
plants . 




Chromatograph 
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HORTICULTURIST 



TRAINING 



Two-year cofpfnunlty coUege horticulture 
programs . 

High school science courses an4 experience 
in greenhouses are helpful. 

6. S. In biology or chemistry. 



WORK PLACES 
Greenhouses. 
Farms and forests. 

Indoor and outdoor laboratories for colleges, 
governniBnt and Industry (Including seed 
companies, food procesflng plants, nurseries, 
pesticide colonies). 
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EJtlERMlMAIOK or 
»EST CONTROL ROUTEWOR.<EH 



My job Is to fr«5C aU kinds of places from pests. 

I sand termites, rats, fleas, and roaches to their final rest. 

I tell folks how to correct the conditions that attract 

The guilty rodents or bugs. I make life awful for rats. 

y 

Sometimes It means eliminating wetness, rot or cold. 

I polhl out to people that they shmild paint wood that is old. 

I build ditches around buildings where the poisons can go. 

Tnis kills »h.* pes IS or keeps them from their food supply, you know 




The skin "that's most Important rft my job, you see 

Is reading directions and following accurately. 

These chemicals are very strong and If measured or mixed wrong. 

They might kill much n»re than rats. 

They could bore right through your hats 

And your rubber welcome mats. 

So each label Is my Instruction chart. ^ 
I read It twice before I start. 
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eXTERHimiTOR or 

Pest ummi RouitwmEA 

I wear a respirator, a type of safety mask 
Before spraying or dusting powder or fogging with gas. 
Ijmist check to see if chcunlcats are safe' where I spray... 
Son« types of pets, the foods yoo eat, must not be In the way. 
There are two kinds of sprayers, a large, and a smah* portable. 
A special p4«^ buUds pressure^ and the noxzles make'ra squlrtable 
I use dusting bulbs for powder, poison bait, and sticky traps. 
The fogger's called a Bicrojen. A choice of methods I r«ver lack 
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A vehicle's i«i|>ortant to <dr) 

Sometin«s I make six stops a day, but ' 
I may need tq <k> my work at night wrfien nobody is there. 
The idea of bug- in eating places, might give folks a ^care. 




EXTtRHI MAJOR or 
PEST CONTROL~ROUTEWORKER 



You need a license for this type of work, must take a special test. 

Reading and experience will help you do your best. 

I find carpentry courses helpful, and general construction. 

I recogni-ze many types of wood, and mix concrete, need no Instructions 

In high school, there's a chance to learn chemistry and math 

For mixing things In good proportion, to give a bug Its final bath. 




We kin rats, roaches, termites, carpenter ants and fleas. 
By killing rodents and their parasites, we cut doMi on disease 
Don't let carj«nter ants or termites eat your N>raes for long, 
t can help most everyone to keep their buildings strong. 
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INTERVIEW WITH SCULPTOR WHO U^S VELOEO ICTAL TECHHiat^ 

Inez: Hello, Nr. Marco. Mm Inez from the City Middle School. 

Marco: Come In, Inez. You're rl^t on time, I like that. 

Inez: Is this your studio? tt*s nothing ItkeMhat 1 expected, it looks 
like lay IFather's garage but has more windows. My father's a 
nedMrnic. 

Marco: Then your father's work place must be fireproof, too. For m, lt*s 
very Important that the place I work In be as f I reproof as possible. 
I covered the old wood floor In here with metal shcsets. And with 
cinderblock walls and an asbestos celling, i don't %«orry about my 
studio catching on f Ire^>r~^eep a fire extinguisher, sone sand, 
and water handy by my welding tabic, which has a steel frame and 
a fire-brick top. All the windows are for good ventilation. Some 
metals give off toxic fumes when they're welded. Sometimes 1 use 
a gas mask. 



Inez: 
Marco; 



Inez: 



i didn't know v#e 1 d I ng was so dangerous. < 

it's not dmgerous If you know what you're doing, and the first 
tfiing you have to know about welding Is that sparks can fly and 
start a fire. I keep flMsmable things at least 30 feet away from 
the Melding area and make sure I'm wearing the appropriate protec- 
tive clothing. 




Is this siMce helmet'^part of your protective clothing? 



I 
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Yes. It's 2 isfcldcr'c hclsst. The face shield Is made of a special 
iMai.or!«l ilNiL n iters out the harmful rays when I'm arc welding. 
Asbestos leggings and asbestos gloves also fielp protect my body 
from sparks and harmful rays. I always wear these boots with steel 
toes, too. if a heavy piece of metal falls on my foot whl le I'm 
working, I'm protected* And I make sure any other clothing I wear 
Imis no cuffs or loose folds. Iftien *'m fli^ welding, I use these 
fp»ggle$ and leather glcn^s and a leatlwr aprcHi. i always wear long 
sleeves, too. 
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Inez: It soimds I ike you have to pay more attention to welding than 
sculpting. 



Harco: No, you have to pay attention to both to do a good Job. f used to 
i«ork ful 1-tIwe as a %<el dor- -learned the trade In vocational school 
when I was still a high school student. For years I worked In 
industry. I enjoyed welding, so it was easy for m to become very 
good at It, with lots of practice and interest. But l*ve always 
been fascinated by metaU «ver since I was a kid. I like the feel 
of It and the pensanence of It. Hy father worked In a scrap metal 
yard, and I used to go there with hin wheneyer he'd let me tag alon^. 
He*4 let m play around there. I*d sing to nyself while I stacked 
. smal 1 pieces up and made different designs and structures. I guess 
that was ny first **tralning" as a sculptor. ' 

Inez: Is that when you decided to becorae a sculptdr? 

Harco: No. I didn't even know what a sculptor was. I was Just having a 
good tine, in fact,* 1 didn*t think about bel^ a sculptor until 
I was already isaking welded natal sculptor.- It happened like this: 
I learned ^ welding trade so wall and enjoyed It so much that I 
opened wy own repair shop. Mien business wss/slow, I '*played".WIth 
metal scfaps I had lying around in the sliop. Just like I dl^d at the 
scr,ap kmtaV yard my fattier worked In. Only this tins, I added ny* 
welding skills to wy desl^is and structures. I got so 1 wanted to 
"play" al 1 the tlae» but I knew I nee<ted to know more, abcntt the 
techhiqiws of sculpting. I took oMirses at night In ai^ art school — 
studied drawing and design, and then took a studio course in welded 
metal sculpture. I leanmi some I^M>rtMit steps In making a piece 
of sculpture* I made a lot of 4>leces before I sold my first piece. 
Then I started calling my work place a studio. 




in industry? 

> 

Marco: Mostly, no. It's very different. I have few restrictions or 

restraints on what i do. i *m free to eiqierimeni b» nudi «a i wanL 
to with all different kinds of metals: Ircm, steel, alloys of all 
kinds, copper, brass, brona^, altmintmi, ^Id, lead, nickel, palladium. 
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peMter, platlnun, silver, tin, sine. I've worked wUh all of them, 
thoti^ nostly I use itfliat*s awilable at JiHric scr^ yards. I 
experiamtt with different types of walds, too: Inside comer, outside 
comer, butt, vertical , lap, overhead. I can try whatever type of 
weld I i««it on whataver aetal I want. If I'm satisfied with the 
results, then what dona Is right. In Industry, I was always 
told what to ^ and how to do It: "use this kii^ of weld on this 
kind of metal.** It*s laiiortant and right in In^stry, i4ien millions 
of peoples' lives might depend on one's work. But I like to try new 
things, even though they don't always work. 




Tell me «4«at you <fo »dien you m^e a place of sculpture. 

First, I make drawings, or desl^^s, of i^t I %#ant It to look like— ' 
from the left side, the right side, back» front, top, depending on 
what I intend to aekm. Then I make a small model. I test the metal 
1 want to use to make sura It'll hold up the way I want It to. 
Then I test out different types of welds. Onca I'm satisfied with 
my mo<tel, I pl«) v^t tools I'll need for my finished piece and 
make sure they're In good working order. If I plan to use extra 
thick metal, or N^avy plate or structural steel, I prepare my arc 
welding equlpmetit. i^r thlmwr metals I will flame weld. For each 
methcMl I use dlffer^t CNiuIpment. If my oxy^m cyllniter levied, tlw 
gas would bum «iyth!ng It touched, and the cylinder would blast off 
like a rcKiket. Rodcets are for ^mw^f'i <kin't wwt «iy In 
my sh(H>- I'm always clieclcing my equlfMi^t for leid(s. 




ycMi ever gat tirad of having to ^ so safety*-conscfou$ all 
the time? 



Harco: 



Inez: 



No. It*s alt habit with m» Onca It's <lonOp lay mind Is free to 
o»tcentrotd on the tasks at hand, t cut. bend, and Meld the metal 
according to ny desl^^ but always leave nyself the option of oaklng 
changes In ny plan. I use hacksaws, bolt croppers, pliers, electric 
drills, rotary wire «nd bristle brushes, vice grips, and anvil and 
ball peen hoiwa rs to forge natal Into the shapes and fon» that 
express my Ideas. And something special happens to me every time 
I'm working cm a piece of sculpture. lt*s like ray tools and I are 



working together. Sometimes tiiey seem to guide me. 





Now you* re successful and famous. Have you learned all you need 
to know? 




Marco: Vtell, l*m good at what 1 do, and i midce ^knI money. Sometimes I sell 
a lot, and sometimes I sell hardly anything. There's a lot of luck 
Involved. But there's still a lot 1 want to learn. I*m taking a 
cmjrse In amst<»r/ rg». TNs aore ! understand ai^i how and why the . 
human body works, the more my sculpture will show life. Mm also 
taking a course In metal finishing. I'm learning more about how to 
use acids that "rust" metal, and about metal sealers that stop and 
preserve tt^ amount of "rust" I want on my pleoet of sculpture. I 
plan to t^e a oHirse next fall In ncM specialized welding techniques. 
Knowing about different ways to do things Is my most Important tool. 




Inez: Hom do ypu find tlna to do all this? You must work Ik hours a day. 



Marco: Sofw tines I do. Whep fro feeling creative, I don't leave the shop 

at all. But then I'll spend tMO weeks or so doing sorae thing entirely 
different. I think that's when I get sons of my best l^as. Being 
a welded metal sculptor means being part technician, part artist, 
part craftsperson. , 

Inez: Thanks for the Interview. Next time I go past the metal dump. It'll 
seem like more thM Just a scrap heap. 
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Below are some quest fi^s about skills and tasks, tools and 
equipntent, training sites, and the %«>rk p1«K:e of a SCUt?TOR. 

Answer these questions by putting the correct word or words 
!n the spaces provtcfod. If there are any qmstions you can 
not answer, reread the Interview and go back over these quiz 
questions until you can write all the correct answers In the 
spaces given. 



NcHne 3 tools or p 
equipment used by 

SCULPTOR. 

1. 



QfeS Of 



What is 1 use for each 
tool or piece of equipment 
you have listed? 



1. 



2. 
3. 



2. 
5. 



None 1 training site for a 
SCULPTOR. ^ 



1. 



Name 3 skills and/or tasks 
of a SCULPTOR on the Job. 



1 

Xt 



2. 
3. 



Mnnw» 1 nlnro whprA ynii minht 

find a SCULPTOR at work. 



1. 



C/3 

o 



o 

33 



CO 
O 

c 



o 

TO 



CO 
O 



o 

50 



CO 

o 



o 



o 

:3P 



CO 

o 



o 

TO 



o 



o 

30 



o 



03-7 50 



I 
I 



I 
I 



LiBRAKY TECHNICIAN 



SKILLS AND TASKS 



S%^ifx>rts and assists professional librarians 
and supsrvlses assistants. 



Tectffllcal Services 

Prepares library laaterlals and equliment 
for readers' use such as ntmbers on the 
books and pmaphlets. 



CHiLORCNS' RE A] 
TUESDAYS 



Keeps files up to date with special materi 

Operates and maintains audiovisual i^uipmetnt 

Purchases and processes library materials. 

Catalogs new books and ot^Ksr additions to 
library's collections. 

Inspects books and other loaned m«it«rla1s 
damage; repairs materials wl^n i^ecessary. 

Operates and keeps track of computer-based 
data systems. 

Users* Services 

Answers basic questions asked by patr<Mis. 

Assists patrons In locating books and periodic 
In the use of catalogs. Indexes, and equlpm 
such as microfilm, slide projectors, card 
catalogs, etc. 

Handles book traffic— checking books In and 
out of library. 

Prepares and sends overdue notices, collects 
fines, and issi^s neM library cards. 

Provides informatlcwi on library services, 
facilities, and rules to patrons and public. 

Arranges displays of books, artifacts, anything 
of interest. 
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LIBRARY TECHNICIAN 

mtS ANO E(^IPM£NT 

Attdtovisoal equlpnent-- {Allographs, slide 
projectors, microfMin viewers, televisions, 
end'viiteo tape recoriters. 

Computers. 

Bofrics, card catalogs^ shelves, book trwcks 
or carts {inhen loaded may ccMitaln 200 pounds 
or more of books) . 

Non-bo^ media (inaps, slides, artifacts, and 
special display Items). 



VORK ENVIRONNENT AND CONDITIONS 

Public and private libraries. 

Quiet, Mell-llt, orderly nxms. 

Stand a lot, imist have physical stamina for 
pushing loaded book carts. 

TRAINING 

2 year program in library technology at a 
technical institute such as a community 
col le^. 

On-the-job. 

Helpful high school courses; English and liter- 
ature, public speaking, and general lNtsine»ai 
methods. 



ADVANCEMENT 

On-the-job e>a>erience can lead to technicians 
jobs at larger or special libraries. 

More schooling can lead to a professional degree 
as a librarian. 
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^4€^ J^^Wl<^^ ^^iJ^OA^ ^'liC^a^^^ 



Read the questions and fill In the onswers. Reread the fact 
sheet for any miswers you may have missed. Then go back and fill 
in those bionks. 



rkine 3 tools or pieces of equipment and 
1 use for each. 



^a^r^^^-the -J(rt) tasks and/or skiiisY ^ 
1. 

2. 
3. 
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So this is an 
anlnutloo studio, 
huh? I 'o^ow 
you oaHe 
coonerclals 
here, but 
there's a lot 
I don't ta\cw. 
What, exactly ,j 
goes Into 

I one 
I ninute 

clal? 



Jerryl 



story board 



kWell, for every minute of 

ih^ «»l«atloa. 1,440 pictures 
,t he drawn, these pictures 
suat be drawn In a aeries. 
Each picture is a 

tiny bit differ 
ent. from the 
one before it. 
Wt way. when 
tl^y*re seen 
jo^ther In a 
_apld sequence, 
t looks as if 
_jage8 are moving. 
It's iaportant that 
enough images are 
- draim, so that the 
^noveaent be smooth. 
It's an in-bctweener 
who's responsible for 
that . 



That's me. I'm just starting out here tmd spend most of my 
tlwe here at the light table. 1 take a series of drawings 
by the animator and make the In-between drcwings, which make 
the action run OTioothly. 



What you do must be like tracing, 
then. If the movement goes smoothly, 
the pictures must look a lot a^H^; 
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That^s right, but 1 think of it as drawing. At 
this light table here, 1 can see the lines of the! 
[preceding picture easily. It's my most Importantj 
tool, besides pencils, paper, and lots of erasers j 
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Well, if I do well as an in-betweeuer, 1*11 get 
I to be an anliaator'^ aseinranr, lite Carol there* 
She defies up rough drawijigt* aud adda details. 
iBruce, our aul»ator» loolcs like he's Intereated 
In |;alklng with you* Let's see. 




I've been overhearing your >^on- 
veraation. I've got a few things 
to sayt myself. As an animator, 
I could look forward to being; an 
art director or a film producer, 
but what I want for myself is to 
be a free-*-lance film maker so I 
can direct and work on films about 
what I th-^ak is important. I'd 
be responsible for the sound 
track, coloring, camera work^ 
you xiHf^ It. Th^Dit course, 
I'd get paid by thet job instead 
of by the hour, the way it is 
here. 



I Carol Ciimenfl 
Assistant [ 





Paper 
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C«i, 8c»« adrortlsing f IrM have anl«atli» 
studios. Moti(»k picture studios eaqiloy •ntnators,] 
and oi course, free lancers might do tHeir work 

at their sfwsx ctudies at hctse-^ _ 



c nucklej 




Ho, ho, ho. Regular? Maybe it vre made ir»viee we'd be regular .1 
but in the sias^r and early fall before the new t. v. shows are] 
aired, we really sweat. Scnaetiaes we work around the clock. 
Then we have a real csasy TOasra. S<»e£iaes too easy. Ihen 
people can ewi be laid off. • 



What kind of training 
did you have? 




Well, believe it or not, I've ^ 
been drawing forever. So I guess 
«y training's been mainly practice. 
I have patience an<J I pay attention 
to detail. But I had no foraal 
training except in high school ^ 
art classes. Our director, 
Jerryl, went to an art school. 
Carol, our assistant, took 
courses at coBBwmity colle?««» 
artists keep collections, or 
I portfolios of their beat work. 
IscKietisies a good portfolio will 
Icmivince si^eone to hire you 
I vlthout a fomal training. 

I That's what happened to »e. 
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This a to ry board has franes with pictures and dialogue. It serves as ma outlln 
for the animators. They know they've got to draw the pictures that go between 
the storyboard frames. They'll show the action. 
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anlt&ator. Then 

1 in-betweuers do chel 
I filling-ln work, 
I Uufaa* Then where 
Idoes It go? 
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Hexc, It goes to the amtra and smmd crevs. Oh, but it can't go aayiHtiere without 
an exposure sheet. That's like a set of detailed instruct loas which explain 
exactly %diat will happmi in a given cenount of .tine. The exposure sheet describes 
vt'ott the casera sheuid be doing • aaybe socwsi»s in for a close-up or ssscthi&g. Also. 
It tells what the sound people slM>uld be doing. These directi<ms give e^erycHte 

r""-"'*''*"'**-"^*'*""'*"*"*'*-— "-i^B^ TOaething to go on and t»lp the . 
aniatator plot the picture | 
^^rji^\^ ^series. Anyone looking at it 

yC xS^W \can tell all the things that ^ 

— \ should he going cm at the 

^aae tine. 




Tliat's an interesting way of 
looking 8t Lt._ 



So besides being patient and able to draw 
accurately and precisely, what other 
qualiLiea snouid an anljaatlon cartoonist 
.have? 




The only oae I can think of is probah 
tas aost iaportant — a g^od sense of 
humor. 




i 



I 
I 



Sead the <|iieatifHis and fill. Iti the bliinlt«T 
If there are any questions yew can m>t 
ansner, reread the carto<m adid go back to 
fill fhea in after. 



3 of our tools or pieces of equipment 
1 use for each. 





ima J. of w training sites. 



Iksne 1 of our work sites. 
1. 
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3 of our on-tl»-job tasks and/or 
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ISABEL PORTERA, ADULT INSTRUCTORS* AIDE 



Ny nana Is Isabel ft>rtera and believe it or iK»t, I've got a Jc^ 
helping people learn English at an Adult Learning Center In my neighbor* 
hood. I say "believe it or not" because I myself dropped out of high schooi 
three years ago. I dropped out 'cause I wanted the freedom I couldn't 
have living at iKsne with my strict father and the kids. I figured 
that if I moved out* life would start to get exciting. 'Y(H! see, I had 
a boyfriend and 1 wasn't allowed to go out with him. Also, I wanted to 
do more dancing. Classes were In the city at nl^t, and of course I 
wasn't (^nnitted to take night classes anytdtere. Wall, i moved out and 
began looking for work. I worked In three different factories within 
two years. They were alike In most ways, low pay and lousy omdltlons: 
loud noises, ceimnt floors to stand on all day, chemical smells. By 
the time I got home at ni^t, mostly, I was too tired to even think about 
dancing. Nardo and t watched a lot of TV and that «fas OK for a while. 




to 



When Na?do ^rlVl i brc^lS^p, tteuc^, I felt s9 low and I kn&* i had 
'really do something for myself. I iteclded to go to scliool so I could 
get a good job. That meant attending an Adult Learning Center so I could 
work on getting ray high school equlvllency diploma, i went to tlH) Center 
twice a week and studied there. It was easy to work with no distractions. 
There are Individual tKXiths or carrals v^ich are private and quiet. There 
are also tables for doing group work an6 tape cas«*(tte rooms and offices. 
The offices ere where counseling Is done. If s(mm(oto has a problem, tfwt 
instructor can help a stuitent with It. Sometimes, this means referring 
tl» student to an agency that helps people, Oth^r time*, it mf*n% helping 
someone get a job or into a work-* training program. 




1 



non*> 




Hispanic so they had trouble sometimes understanding what Iat{fK> students 
wanted to say. Vtell, after I'd been attending the Center regula'ty 
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for months, titt tnstrucfnrr asked i*tG lu mlp out once In a while with 
other latiiKi studtMiis. After I earnQH ntf high school equlvllency diplotoa 
I was offered good hourly f>ay to help out ai the center. That's v^t I 
do iww. \*«Mi there aren*t a lot of. latino si.u<^nts around, 1 file records 
and arrange books, f 'm getting pretty familiar -itty a lot of texts and 
l*m responsible for ordering the besCvESL materials (vHo^-is teaching English 
as a Second Language). When I was you'^ger, 1 always took ujfng able to 
speak two languages for granted. Kom I really appreciate It 4.^4 {(^ow that 
not only would I not have this Job without it, but that t can get ^ i^^i. 
of different sorts of work, just because i*n bilingual and i*m willing) 
to work hard. 




J 




I was hired here at^ the tenter ab a teacher's af^ with the understanding 
that 1 would be working toward a degree. Actually, since oiy work at the 
Center is hourly, t can work part tine and still go to school . I take dance 
classes there as part of my studies and I'm getting a degree in Spanish. 
Although Spanish Is my native tongue, college study Is hard work. Grfflnaar 
and literature don't come as easy as learning to talk, you know. Knowing 
these things will really come in handy if I ever want to teach Spanish. 




Mwn I earn 'a^ degree, I'lf^ put on regular salary as an adult education 
instructor. Then I'll be responsible for giving and marking tests, keeping 
attendance and perfomnnce records on >tudentb, doing counseling and referrals, 
aii4 te2ch!»5 "Life Skills" (that's stuff like reading and inath related to 
real life situations like reading want ^ds, filling out forms, and getting 
the Miost for your money) . . ' 
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The lar^st portion of teaching I'll do win be ABE or Adult Basic Education, 
helping people to learn to read on a seventh grade level . 




On the job now, I use aost of the %am etaterlaU (Ml he using as an 
Instructor. I use references, texts, and Morkbooks with the people I help. 
I do some typing (i*fli learning). I use a blackboard, and a fifing cabinet 
tor student records. I also operate tape cassettes and even the film projector 
and video tape equipment, f doi\*t do counseling and 1 don't do research to 
flfid enployment or training oia^rtttfiitles for other students. I don't have 
contact with the eniployment agencies alter, but when I get ny decree 1*11 
have aldose types of responsibility too. 




telling this story because I thfnk that anycuie idio spedks Span sh 
has a real advimtage and can really do something with It. Vlhisn I think that 
I dropped out of high school and that now I'm helping peqple who've done 
the thiny, I ftni! really guud dbout ^self. ^id tndten i feel goou 

about myself, I feel like dancing! 
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STUDIO NISI CI AN 

As a studio musician, I ' ve ma da It to the top. 

With st«ddy Mork thrx>ugh the sr^vlne, I'm skilled and I'm hot. 

A union contact got me my first studio gi- , 

I played soleful blues bass for an albtan- cutting rig. 

The union also sets up a mini mum pay scale for beginners. 

This helps musicians survive as they strive to be winners. 




It was all part-tinie, and.it vias mostly In bars. 

I v4orked fixing shoes during the day,-. 

iuilding a musical reputation ifi- f i lied wi th delay. 




Is versatility. Makes a difference In the money you're paid. 

In one week, I might play country v«estern, swing. Jazz, or rock. 

And as for working hours, we often play 'round the clock. 

iince popular musicians play backup for many, we <ton't belong to any 
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STUDIO fulfil CI AN 

Patience Is needed as v« try and try again, 
Till we get it right at each session. 

As we play we listen with headphones to others playing the same, 

Recording us all Is multi-tracking (a descriptive name). 

So while cutting disks, we don't haw to do It all at one tliie. 

If sor« players are away, well, we get tw q.i the 1!»*. 

And send a tape through the mall. It will arrive withm.t delay. 

Techniques and metho^fi sure have changed; this Is the moitem way. 




A studio's got tapes, sound equipment, and mikes. 
Instruments from synthesUers to lllyan pipes. 
I look carefully at musical arran^ments and scores; 
outside noise can't Interfere, for we've got floating walls and floor. 
Working conditions are fine, but when I play loud rock or ja«. 
I %«ar special ear plugs with flaps. 

When the music gets loud, the flaps close by themselves. 
And wTien It gets softer, they relax. 



I 
I 
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STUDIO nUSICIAN 

I get along with other musicians alright, though sometlnies our egos clash. 
Successful musicians knoM how to be cool; it helps them earn the biggest 
pi le of cash. 

One good thing about studio work you see. Is I can earn enough money In 
a month. 

To go on a vacatlim, for SM^t relaxation. 
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INTERVIEW WI7M JAMES BOLLIM, CHIROPRACTOR 



Good morning; Doctor BoHln. Mm Nancy Dole from the high school. 
I'm really glad to be here. 

Well, Nancy. I try to^help you students out whenever I can^ It 
was«i t too 10^9 th«t 1 t»6S a atuuoiti, rayMsif.. 3o» you* re 
working on a special project to leam about health careers* is 
that right? 

Yes. and I guesa first I need to know exactly what a chiropractor'' 
i^oes . 

Well^ i treat patients with all sorts of hvialtfi pruUlotM by inanip-' 
ulating body parts, especial 1y the spinal colhimi. Adjust»ients can 
correct problems likc^poor circulation or pindwd ner^s. You^d 
be surprised how many health pnc^lems are caused by these two 
conditions alone. 

Hmmm. Before I got Involved with this protect, I didn't even know 
what a chiropractor did. How does scmeor^ beccme a chiropractor? 

That's a long story, Nancy. First t graduated from high school and 
went ijito the ministry* That took ^our years of college preparation 
Uhftn I IMS flnl^heH, | took a Job as an assistant In a bio city 
church. Over a period of fiw or six years, I bec^ie more aware 
of peoples* physical Ills. It was then that t realized I wanted 
to work in the health field. I gi^ss I sanf It as a different kind 
of ministry. Well, I had a friend lAo was a chiropractor and I 
knew a little about the kind of work a chlnn>ractor cbes. 1 was 
especially Interested In chlrc^ractlc ^dlclr^ because no drugs are 
ifsed. Aligning people's bodies so that they function at their best 
seemed like a very natural way of healing* The only type of pre- 
scription chiropractors make are for more rest, exercise, corrective 
supports, or a change In d{et« 



Nancy: Well then, did you have to go to a special school? 

Doctor: Yes. f went to a four year chir<:^ractlc college where 1 learned 
a lot of the sane sorts of thing that doctors learn at med school. 

Nancy: Well, when a patient comes for treatment, do you do the same things 
a doctor does? 



First, TTf fiurss ^frl'tlSS dC!%^ SO!!^ p^r^(V>^1 fnfnrmafion Inr.liiriing t hn 

patient's health history for our records. Then we discuss any 
health problfflBS bothering the patient at present. With this infor- 
mation, I can then begin the exami nat j on and manipulation of the 
body parts which are out of place. Sonietlffles I need to "see** my 
patient's bones. Then i send her or him to the radiology department 
at the hospital for X-rays. Host times,. after a first adjustment, 
patients must come back soon because their muscles are used to 
supporting ths. spine in the old, habitual way. But after tte first 
- few adjustmehts, a patient might not have to return for months. 




Docto*": 



Well. Dr. Bollln, besides X-rayi 
equipment 4Jo you u^e at". work? 



tools or pieces of 



Hy hands are my most ioiportant tools. I use my hands to make all 
Unds of adjustments on a patient. Next in Importance Is the 
adjusting table. The patient- may lie the table. It moves and i 
can work on patients at many angles to adjust many body parts. I 
may also use a stethoscope, an otosco{», or an ophthalmoscope to 
check a patient's heart, ears, or eyes. .1 sometimes use a percussion 
hammer to check reflexes. Although I might use tractlcm or ultra 
sound in special cases., raainy of my ti^ls are simple things that 
many people can use at home like hot or cold packs, ste*^, or a 
iBuscle massager. Sometimes braces for the spine or neck may help 
a person hold an adjustment, ind will keep supporting muscles from 
lapsing into the wrong places. 
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Nancy: That's Interesting. I notice that you have a very nice private 
office here and that you have evening hours, too. 

Doctor: Yes. That's because i want to make sure that woHcing people don't 
have to take time off to be treated. I make my own hours here and 
/ 1 like that. Of course, some chiropractors work at clinics or for 
Industrial firnis. These doctors have less freedom to set the hours 
they wnt«:'Work. 





I 



Doctor 



Doctor: 



What are some of the things you like niost about thfs.job? 

\ten, I love he^olng people, and I like working Indffpendently and 
the responsibility that goes along with It. Of course, it's also 
true that working conditions are very good here, a clean office, 
with plants and friendly assistants. As a healer, I guess most of 
all, I lijte the idea of using ray hands to help people get well. 







I'm comfortable with the amount of money I make. I'm single and 
have only myself to support. I offer a sliding pay-scale to my 
patients so that they pay me according to what they can afford, and 
I'm not interested In changing that. But If I want to learn more, 
I can study special techniques such as aci^unctuie, a Chinese method 
of drugless therapy, special massage techniques, or other useful 
subjects, in fact, in some states, it's required that chiropractors 
study and learn new skills each year. 
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Nmcy: Well, thanks a lot. Doctor. I think l*ve got a good !<k» about 

Mhat you do. In fact, next time wy niother gets a migraine headache, 
I'm recommending that she come here to see you. 
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CHIROPRACTOR. . .CHIROPRACTOR. . .CHJROPRACTOR. . .CHIROPRACTOR. . .CHI.RQP^AC 

: Be,-o« are so»e *«stlons .bout the skins_ ^d" t«ks tools .nd «,u.p!«nt. 



c 



training. Sites, and the worn piacc ut 

An^«er these questions by putting the correcVword ^^^^'^^V^Jl**^^^ 
provided. If there are any questions you can not answer, reread t^ Inter 
view and go back over the quU questions untn you can wrKe all the 
correct answers In the spaces given. 
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2C 
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J 



C 

c 



t 



Home 3 tools or pieces of 
equipment used by a CHIRO- 
PRACTOR. 



1. 
2. 



What is 1 use for each tool 
or Piece of equipment you 
hove, listed? 



1. 
2. 



mm 1 training site for a 
CHIROPRACTOR. 



1. 



None 3 skills oid/or tasks of 
a CHIROPRACTOR on the Job. 
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5C 



r 



Nome 1 Place where you might 
find a CHIROPRACTOR at work. 



1. 



r 

c 
< 

c 
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DfNTAL ASSISTANT 



SKJLLS AND TA^ 



Helps dentist at 'the dental chefr In treating 
patients: 

Sets up and hands dentist the proper Instrti- 
■ants and materials: 

Keeps patient* s a»uth clear by using suction 
rubber dams, and other devices; 
Writes clinical findings as dictated by 
dentist on patient's chart or record. 

Performs duties of receptionist and business 
secretary: 

Chedcs mall, types letters, answers telephone, 
and makes ^polntments; 
Files treatment records, retrieves records 
for each appointment; 

Sends bills, receives payments, makes bank 
deposits; 

Orders dental supplies and materials; 
Keeps office neat, straightens magailnes,' 
waters plants; f 
Prepares tray with Instruments dentist will 
need during patient treatment. 

Prepares room for dental work: 

Cleans and sterilizes bloody Instruments 
for patients; 

Prepares materials for making Inqjresslons 
end restorations; 

Hakes casts of teeth and mouth from 
Impressions taken by dentist; 
Exposes X-rays and processes ctental 
X-ray film. 

Prepares patients for treatxnent: 

Makes patients comfortable In (tental 
chair; 

Applies medicine to teeth and oral tissue 
Removes excess cement used in filling pr<^^s 
trwn surfaces of teeth; x 
Places rubber dams ott teeth to isolate them \ 
for Inclividual treatment; 
Provides oral health instruction. 





TOOLS AND EQUIPMENT 

X-ray machine. X-rays, X-ray film, lead aprons. 

Rubber dams, bibs, syringes, stool. 

Patient's chart, telephone, appointment 

book, insurance papers, financial records. 

Film, slides, filnstrlps (to show detailed 

health care to patients), dental floss, toothbrush. 
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OENTAL ASSISTANT 



VORK ENVIROf^NT AND CONDITIONS 

Private (^ntal offices, dental schools, hospital 
dental departments. State and local pubUc 
health departments, private clinics, Public 
Health Service, Veterans Administration, and 

Vfell'l Ighted, clean envtrmnent with NtSAK. 

X-ray and other equipment requires special 
handl Ing. 



TRAINING 

I and 2 year programs at junior and comsnmlty 
colleges, vocational and technical schools. 

On-the-job. 

iiolpful high school courses: biology, 
chemistry, health, typing, office practice 
(booliiceeping) . 



ADVANCEMENT 

Experience and/or further training (ADA has 
accredi ted correspondence course that takes 
2 years to complete and is equivalent to I 
year of academic study) may lead to employment 
as a dental technician or hyglenlst. 
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Be1(M are scnie questions about tt^t skills and tasks, tools and equifMnent, 
training sites, and the work place of a OEHTW. «»iiSi««T. 

Answer these questions by putting the correct **!»rd or ktords In the sfsaces 
provided. If there are any questions you can not ansMr, reread the fact 
sheet and 90 back over the quiz questions until you can write all the cor- 
rect answers in the spaces given. 
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Name 3 tools or Pieces of 
equipment used by a DENTAL 
ASSISTANT. 



1. 

7. 



^ 3. 



What is 1 use for each tool 
or piece of equipment you 
have listed? 



1, 
2. 
3. 



Name l training site for a 

DENTAL ASSISTANT. 



1. 
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NcBne 3 skills c»id/or tasks of 
a DENTAL ASSISTANT on the job. 



1. 
2. 



3. 



Name 1 place where you might 
find a DENTAL ASSISTANT at work. 
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X-RAY TECimiCiM 



I help doctors tdke X-ray pictures of Internal body parts, 
Being dkmse, boras are easiest to see. 

Drinking a dense barlun solution twlps dl^tlve organs show. 
As It coats each part, glub, glub, down and out It must go. 
A fluoroscopic screen Is used when we take shots of organs. 
This screen Is wtere shadows are cast. 
As thm barium traces the digestive tract, 
We find reasons «ihy some food Isn*t passed. 




It's Important that each patient's In the right position. 
So I use a moving table with devli^es to restrain. 
It's also my Job to make folks feel safe. 
So I make sure that tfwy're comfy and l*m ready to explain. 
An X-ray teclKilcIan works In medical offices, labs, clinics, hospitals, 
and sdKMls, 

Always under si^erviston of a (toctor or a dentist. 

With radiation, It*5 Important that we follow safety rules. 
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X-RAY TECHNICIAN 



In ordter to protect folks from extr« radtatloii. 
We use lead gloves, aprons, and ^madal protect I 
Patients near special white sheets or gowns. 
Some X-ray machines are n»ssive. 
You've got to be strong to push them around, 
But patients can't inove, they must be passiyee^^. 



Thsre are specia! tsschlnes which do 'body sections*. 
Taking body pictures layer by layer. 
Tomography Is the n^ne of this process. 
When I use these machbies, l^st work with care. 



High school ccltsse that hsvi helped are ^cT*«c*» nwth, fyp'no 
I'm glad I took them now, though then, I did a lot of griping. 
They helped me get through Tech In two years, 'stead of thr««. 
We learned all about equipment, and X-ray therapy. 
I took courses at a college, but there are med school clinics, too 
And military service schools might be the route for you. 






X-m TECHNICiAM 

If I want to advance . I can take courses In my Leisure, 
To be a specialist or instructor In a special procedure 
if I want to be In charge of those who do what I do now 
i ■ i t earn chief techno i i s i. ' a iliic th* a west of rsy 
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V S the questions 



ff Read the questions beloM and ft 11 In the 
• blanks with the correct answers. Reread 
the X-RAY TEpmiCIAN poem If you can not 
ansMer al 1 the questions; then 90 back 
and fill In the blank S|»aces. 




Nw» 3 tools or pieces of equipmnt ana 1 use for each. 



1. 



2. 



3. 




// 

What Is 1 training site? 



1. 



1 



What Is 1 work place? 



1. 





ifame 3 on-the-job tasks and/or skills. 

JL // 



1. 
2. 

3. 
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ELLA STOVEB, HASSEUSE 



Wellp 1*11 tell you a little about tl^ type of work I do as a masseuse. 
Of course all people love to have their necks or backs rubbed to relieve ten"- 
si<m» right? Well, i rub peoples' heads, necks, ams, feet, you narae It, in 
order to relieve tension, to relax theai. if you' ve never had a good massage, 
yo-j don't know what you're ralsslng. And If you ^t massaged regularly, I'm 
sure you agree that a good masseuse or masseur is a type of therapist. In 
this fast-inovtng world, plenty of pecH>te find it hard to relax. Of course, 
people with real physical problem should see doctors or chiropractors, but 
people who are just tense, or v4io ha^m poor circulation, or vrho use tt^fr 
bodies a lot to do strenuous athletic work, need a good massage or rubctown 
to feel their best. 




I vMirk hard. It takes a lot" of strength tb rub and knead and punmel 
people's muscles until they are relaxed, especially fwople who are \^ry 
big or Just plain muscletound. My hands have to be strmig and I've ^t to. 
h«tvc ihv lTf\Hi uf tsnUuraiicts !l Leke> Lu ina»!»ege as many as nine fmn^le in a 
day. Of course i use my weight a lot when I'm applying pressure and don't 
have to rely on my strength for every strbke. Some strokes are even relaxing 
for me. in fact, t started (fc>ing massage because it made ne feel gqo4. 




These days, I f4e1 that I've ^t a real good setup for myself, i sure 
have come a long way from v^n I started out. With no license, I just relied 
on wrd of mouth to get publicity. I couldn't work at note Is or spas without 
a license, so i depended on my car to g^t me to people's homes. I took my 
heavy, fo)d~up n^ssage table with me and my towels, and my oils, i was pretty 
conscientious and also kept re<»>rds of ^^ere each client was sore or had 
pain. With a folder on everyww, I could see people's progress. These 
records also helped me remei^er which sorts of str<^es each client liked the 
best. Word got around that 1 was good and cared about people, and friends 
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encouraged ma to fet a Uc«nse. Well, each sUta has Us own licensing 
requirements, and In Mew York, an exam must be passed. The only accredited 
place to learn massage In this state Is the Swedish lustltate of Hassage. 
Well, it's a tMo year progr^, and that's ^exactly wltat 1 did- I studied 
anatomy, physiology, and got to know the imiscles, bones, even nerve pathways 
of human bodies. A lot of .tlma «ms spent In the classroom, but we also did 
practical work. Now, even though I'm licensed, I go to workshops that are 
offered in schools and conmunlty centers to learn new techniques Wkt. 
acupressure (a Chinese form of massage itone •iiSll,^ thumbs along sensitive 
points the tM9dy). 

\ 




So, ««hat'5 ray working life Tike'th^e days? "Well, I work at a YMCA 
In a very nice, clean studio. Mm responsible for getting my own clients, 
who pay me directly. The YHCA pays ne almost nothing, but that*s alright 
with me. I'm good for the Y because I bring in people who ordinarily might 
not^come, and In exchange, I have a nice place to work, with more clients 
than I might get on my own. Mien a client comes In, we ^clde on a 30 or 
kS minute massage. Then we talk about any sore spots or general health 
problems. As soon as I'm familiar with how my client's been feeling, I 
begin. \ cover ter body with a tcaac\ which will keep her frois fesl'ng 
cold or embarrassed. Then i rub oil Into my hands and begin massaging. 





I always work sysMioatllSTly, but I don't always glv^the same exact 
massage. That way, I don't get bored. I must be very sensitive to the 
musculature of my clients and to each person's b<Kiy type. S<M»thIng that 
helps m along is music'. Although I don't always use it, I have a collection 
of wry soothing tapes «^idi i can play during massages. S<xne people 
really enjoy the tapes, and I ^t more pleasure from a niassage ^p^wn I vrork 
with music. 
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If" I wanded a chnnge of pace, I could work in a hotel or health spa 
'..here I'd Qet^al«1 day reoardlese of the arnount of v«?rk I did, but 

* like tiie reilponsi bi 11 ty df setting things up with individual clients. 
It makes me fuel like I have more control over things, like I'm In business 
for myself. Actually, I've been thinking a lot about a really big change 
that will take a few norc years of schooling: phyiical therapy. As a 
physical therapist, I'd work In a hospUal or clinic. Hot only would I get 
to dh rna^san*?, I'd also gain a lot more respect aS^-Sb professional . I.'w 
saving up for further education but IMI probably enVup taking out a loan 
If I decide to go to school full time. It's expensive, but possible. 
In the meantime, I'm good at whet I do and I have abeat 100 satisfied 
clients. For right now, that's the In^rtant thing. 




Mm. ^ a^iUvM. ^Aateu;^ 
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* DIESEL MECHANIC: 
An Interview at Logm's Diesel Garage 



Trinai HI. My name Is Trlna Parks fro« Worth Pass High School. I called last week 
to make an appointment with Paul Spratt, the service manager. 

Paul: Paul Spratt. Glad to inaet you. ! understand you want to learn about 

n^at diesel mechanics do at %iork. is that right? ^ 

Trina: Ye<:. Everything there Is to know. 

Paul: Well, let's Start at the beglnnlhg. Do you know how a diesal engine differs 
from a gasoline engine? \ 





Trina: Well, I know that uiescl engines take special fuel, which Is thicker than 
gasoline, and that spark plugs aren't used to Ignite the fuel In diesel 
engines. Instead, heat generated by air and fuel being coflipressed In the 
cylinders ignites the fuel. 

Paul: Yes, well I see you already know the basics of diesel theory. 

Trina: I did a little research before I c*m». Besides. I love to work on engines. 
I guess I'm especially curious about diesel engines because they get such 
good mileage, i figure that dieset engines will be used even on small car» 
soon enough, so a diesel nechanix will be able to find work at lots of places. 



Paul 



Yes, I think you're right, and smart to be thinking about the future. In 
fact, I've read that in some European countries, many passenger cars run on 
diesel 'engines. There are a lot of advantages to using diesel fuel. We 
figure 6 gallons of diesel fuel are used for every kO gallons of -gasoline 
on most of our big trucks. It's the best fuel for engines that idle for 
long periods of time. The only wlsadvanta^ I can think of is that It is 
harder to start up a diesel In the winter, since the fuel is so thick. 

Trina: Besides trucks, what other types of vehicles or equipment use diesel fuel? 
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rina; 



'aul 



rina; 




Mow In this garage, only service truU<s, but at other diesel ,,rvi«. 
?^ ^r!: *^ see cranes, tractors, boats, locoiaotlves. or oil drMI- 
ing r gs. m fact, @ diesel iusehanic »!^t find mtrk at a diesel eaulDnent 

a^li?"o?I;t' l^'LT r'^^r' * construction or trucSi^r^Jr 

a poser plant, a shipping firm, or even a mining or drilling coasany. Wher- 

Trina: Well, u ^ure sounds like a good 
ficiu Im gu into. About this 
slK>p: %iihen a truck Is brought In 
for repairs, does one mechanic 
««orfc m It, or do the fl»chanics 
here all work together? 

Paul: It <teptofMl^ on how many things are 
wrong with a tr«rk. Host of the 
Mechanics hen are raaiiy good «t 
one area of repairs. Sone special- 
ize In front -end and brake work, 
and scMie on fuel injectors, punps, 
and nozzles. Others are great In 
fixing rear-end and transmission 
problefl». Tm people hers Just do 
electrical work and tune-ups. Only one person besides myself is equally good 
at everything; but all the mechanics here are very good at what they do. 
Plus, they can all be counted on to cooperate with one another. These are 
the things that matter to me. I can trust them all to do their best work 
all the time, tifhether they are working aIoi» or with others, whether or 
not someome Is watching th«»». 





As I unde rs tand 1 1 T eve ry mechanic's job Includes 

1) routine maintenance work. 

2) diagnosing problems (figuring out what's wrong), and 

3) repairing and replacing parts. 
Would you agree with this? 

Yes, A good mechanic should be able to do all three of these things. All 
the siechff-^.ics here ck> ntaintenance vforjc to prevent' things frc^ going wrc»\g on 
the road. Drivers appreciate this service through they st^times wait. till 
it's too late, 

Do the drivers do tnost of the trouble-diagnosis theinselves? Do they usually 
tell you what 'they think Is wrong with tl^ir trucks? 
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Paul* Well mst drivers have an Idea of »<hat might be wrong with their vehicles, 
S^t as^rvlU^ger, I take responslbllUy for whaf s fme to each tnick. 
so I give each truck a test drive, and look It over. I P*^" 
lem, and I assl^ the work to tl^ mechanic or mechanics who can do the best 
job. Of course, all jRschanlcs do soise diagnosis while they work- They re 
always on the lookout for unusuel sights, noises, and snells. Sometimes a 
job may be bigger than I antldrwted. I've really got to trust each mech- 
anic to be alert and cUservant. 

Trlr,a: What otter things do you look for in a mechanic? 

Paul: Well, a diesel mechanic must often lift as much " 
IwDortant. Besides that, mechanics must be able to read micrometers and 

«St^ to figure out problems 
?hr^ a pump under a certain aaount of pressure. A hl#i schoo background 
In ^ t^Hlence really comes in handy. Of f"™' , 
training and mechanical experience are just as '"^i^-.M^'S TvT 
science, reading Is another skill that i»mes In *«^y,fJ2* 
really mportant that mechanics know how to use manuals ^^f 
But don* tget me wrong, now. fteadlng Isn't «f»n[tM«9. J "'T^^'^^" 
ZlcTJo Understood about engines described but i^. 

^Ith a real engine, just couldn't laanage. I look for practical cnpcrlcnce 
when hiring, and a desire to learn. 

Trlna: Mould you hire someone straight out of high school? 

Paul- Vtell. It depends. You see. nowadays, technical schools «r^/«^,*=T!I2i5lf„„ 
^ iges of^good Z-year progr«>s Including courses ^V^Tf «;,r!'^»"«• 
blueor1nt readlngTand actual repair. I think you can sen why I'd Hte to 
h %'ll:Ur;!?S'that kl»d of e^enence. But I'd ^^if^V^r^^ Id 
be Ml Ulna to spend 2 years as an apprentice here. An apprentice Is trainee 
^ tie jS Tn/^Ts palTless than the other mechanics while learning the 
trade. 

Trlna: You know, one thing I've noticed Is 
that all the hand tools around here 
look new. Do you siqiply your mech- 
anics wl> new tools once In a 
idtlle? 

Paul: Ho, no. But each set of hand ♦^ools 

you see belongs to a raechanlf These 
mechanics each own about $1,000 worth 

the years. That's quite an Invest- 
ment, so the/ take care of their 
tools, and leep th«n> clean. Beside 
that, grease or dirt In the wrong 
place could wreck a mechanical Job. 

Trlna: W^iat tools and equipment do the mechanlcsTse on an Jj^rage work day? 

, 11 -»,rfcanlt»s hand tools Include pliers, screwdrivers, ratchet, box, and 
-""^ ::;:ile:dr/i%i^tes!;"ur?«;%I«« P«ssS,* ,au.es. fe....r». and even «lcro«te, 
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«hlch mm^ur^ uP to .0001 of «i Inch. The «<1«»P«;*»« t^?); Jf'^^* 
shop Includes a valve grinding or refacing Bwchlne, a P^n/««i"9 ^Tli,. 
rSleJJ^c engine tester called a *»Y«a«o«;ter. ^Vdraullc Ufts and jack.. 
^\4tno equipment «id safetY goggles, pc««ered hoists and cranes for lifting 
•nd moling heavy parts, and of course, each wchanlc has a creeper. 



Trlna: 
Paul : 



Trina; 



Paul 



A creeper? 

Yeah. It*s a board with wheels, 
tmder the trucks. 



Trina; 



Paul 



Nechanlcs use them to get to hard-to-reach 




What kind of future can a msch^Tu 1«A forward to? Is there much chance 
for advancement? 

Well a conscientious mechanic who takes a real Interest In learning about 
!^ ;sLSrof Repair can become a service manager like «, ^^^IV^ 
suie^l^r after gaining plenty of shop experience anH know-how. T**** «^ 
DlSJ^ ^f oSporJuSi ties to learn out of the shop, too. For 

^^JIcl!r^rf?er special training classes to^^^J-^lJ^^^^t, trtic"^^ 
^d to teach mechanics about the new designs and equipment. I go to these 

training sessions myself when I can. 

K^. i '-rtainlY have learned a lot tere. I think I'll start lifting wel^ts 
TtJt ru l^t t^strength requirement. l«m really Interested in this 
typ^^J iori.^t S^! I^;;? been'working on the family car. but soon I hope 
to get some diesel experience. 

VfelK give me a call ^n you ^t some more schooling ^d e^rience uwter 
y^ur bllt. If you're wilHng to work hard, you may: have a 




DIESEL fCCHAWIC 
Fill in qU blanks. Check all answers. 




I. 




II. 



What are 3 skills every Diesel Mechanic must 
practice (m the Job? 

1. 

2 

3. 



Nome 2 hond tools cHid 1 shop tool used by a 
Diesel Mechanic on the Job. Iift^at is each used 
for? 



HAH D TO OLS 



1.. 
2., 
3.. 



1, 
2., 
3._ 



SHOP TOOLS 



ill. Besictes on-the-job garage training, where can 
someone be trained to become a Diesel Mechanic? 

1. : 



IV. 




Noine 2 Places you might find Diesel Mechanics 
at v^rk. 



1.. 

2.. 



How do Diesel ftechanics use math and reading 
skills on the Job? 



MATH;. 



HEADING: 



SI 
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JOB DESCRIPTION: Offer Individualized transportation service to people In urban 
(city) and rural (country) areas. That means that taxicab drivers take people 
WHERE they want to go, WHEN they Mant to go there. 

"Cabbies" may *#ork a day or nl^t shift. Drivers who own their 
own cabs make their own hours, and earn as much money as they collect during 

a working day. Host drivers work for a company, and earn ^0-501; of each 

day's fares, PLUS tips. 

ON-THE-JOB TASKS AND SKILLS: 

1) Receives call from dispatcher on 2-«ay radio, or a phiMfie at a taxi stand. 
(The dispatcher receives phcnrMS calls from passengers and lets drivers know 
where people are waiting). 

2) Picks up passengers and takes ttem to their destinations for a charge (called 
a "fare")* Fares are based on distance traveled, and sometimes, in heavy 
traffic* the xim It takes to get som^^re. 

3) Helps people carry luggage. 

5) Keeps accurate records of each day's work. Including the time and place of 
each pick-up and arrival, and all fares collected. 

6) May provide sightseeing tours of a neighborhood, so driver should be very 
familiar with neighborhoods worked in. 

7) Must be courteous to passengefs, and be a skilled and coordinated driver 
under pressure. 
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WORK PLACES: 

O In cab: on the road, at ta^l stands. In front of busy places like hotels, air- 
ports, and bus and train stations. 

2) A good living can be made In urban areas. In rural areas, cab drWInq Is a 
go^source of supplemental (parftlflie or extra) Income. 

TOOLS AND fcauiPKEHT: 

1) Cab (supplied by a cab company, or owned by driver). 

2) Two-way radio used to take calls from dispatching office, and to call In one's 
destination. 

3) Record sheets or log book to record .11 trips and prices, and In rural areas. 

to check the prices of trJps. 

k) Taximeter (always In urban areas, sometimes not used In rural are«) which 
^as^^e; the distance traveled in fractions of a mile, or the ^unt of fare 
based on the distance traveled. 



TRAINING REaUIREMEMTS: 

1) Because of insurance rates, drivers must be 21 yo-,i otd. 

2) A good driving record, with no convictions. 

and insurance regulations, and even strefet locations. 



I 




WAYS THAT REA0IM6. WRITIHC, AND MATH ARE USED itH THE JOB: 



1) Reading Is necessary to pass chauffeur's license tests and any other te.t= 
required by law, or by the cab company. 

2) Drivers must be able to read street sl^s, and tnist read maps t^n getting to 
know an area. 

3) Since t«Aiuab drivers, or "cabbles: .» keep records of all their trips. It's 
in^jortant that they can write neatly. 

!») Cabbies use math skills to make accurate change, and to keep records of dally 
fares. 

CHANCES FOR ADVANCEMENT: 

1) Drivers may become dispatchers, or may decide to boy their own cabs. 

2) Experienced drivers with a background in business math or administration may 
decide to start a cab company. 



I 
I 
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TAXI CAB DRIVER 
Fill in all blanks. Check all your answers. 




I. What are 3 tasks a Taxicab Driver performs during 
a working day? 




2.. 
3.. 



II. Name 2 bu$y places where cabs can be fouid waiting 
for ri(ters, 

1. 



2.. 




in. What are 3 tools or pieces of equipment used by 
Taxicab Drivers? What are they each used for? 



USES 



1.. 
2.. 
3. 



1.. 
2.. 
3.. 



IV. What is 1 way to prepare or train tor a joD as 
a Taxicob Driver? 

1. 




V, How cm recKJing md matn skills come in handy 
on the job? 

READING: ....^ - .. - 



MATH : 



5> 
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SELLET'S SAL^S 




My name 2s Jordan Moore, and last week, I did some "shadowing" at Sel let's 
Wheels. Sel let's Is a retail mnrorrycle shop. For years, I've been golny In 
there after school with mf buddies just to look at the new bikes, so I guess I 
thou^t I already knew everything there was to know about the place. But I was 
wrong. My first surprise was In finding out that tauren Trull, *Ao i always 
thought was a secretary, is actually the top salesworker In the store. So I was 
assigned to follow and observe Lauren as her "shadow." I guess the reason I 
always thought she was a secretary was that every rlrm I saw her, she was In an 
office at a telephone or a typewriter. Well, when I walked In to do my "shackswlng" 
last Thursday, that's where s^^ vias again. And now, I understand why. You see, a 
good retail motorcycle salesworker does mort than talk to customers in the show- 
room. 




Lauren uses driver rc^istr^tloB and service records of people all over the city 
to hunt for customers. When she 1»mrs about people who have old bikes, she finds 
out If they're interested in trading used bikes for new Of^s. ^^"f^^fPfJ^f/^"' 
z hours each day in her office ruii(»*ii<t| ic«iu5 aiiu contact pec^ls by p^^oTie sr.- 
by mail. Her office is filled with catalogs and brochures about different motor- 
cycle models, and financlny policies. Her file cabinet is full of service Mstorles 
of hundreds of past customers. One shelf Is full of retail contracts for the bank; 
other shelves hold sales-related infon«ation. She also receives manufacturer s 
bulletins each day. Uuren sure <toes more reading than I ever vwjuld ha^e imagined. 
And after all these years of ctecking those pisnphlcts out. she's learned a lot 
about motorcycles, and ^looey management too. 

in the winter, whidi is a slow season for motorcycle sales, some salesworkcrs 
are laid off, but Lauren's office work really pays off all year round. She has 
more customers than anyone else, and she keeps busy, plugging away at customer 
contact. Besides her hard work on the job. her motorcycle riding experience comes 
in handy when selling bikes. She knows what people are looking fo- and can 
describe the bike:* in terms that riders understand. 

5f. 
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Late in the mornings taur^ had an appointment with someone who was interested 
In buying a bike, I guess I expected her to try to sell this guy tte blg^st, 
most expensive Mke In the place, right awy, but that wasn't how It happened at 
alt. In fact. It seemed to me that Lauren did as much listening as she did 
talking. First she asked ifte men %^ uranced to buy the bike a lot of questions like 
what was the bike going to be used for» how often wcnild he be riding It^ and how 
much did he want to pay. Lauren got him talking, and showed him 3 different 
Rx^els within his price range. Then, she gaw him brochures describing the 
Important features of each moctel, and told him not to rush, but to c<mtact her 
when he wanted to talk more or felt ready to make a decisicm. 




'*You sure don*t push pec^le, do you?*' i asked later. 

'*Host people want to make ^pod decisions, and w^t to take lots of things 
Into consideration before spending more than $1^000. My job Is to help people 
figure out what would be best for them, and then to sell ttwm that model « I 
don^t want to talk people into spending more money thmt they n^nt to. I want to 
be a resource person^ and I want to have satisfied customers who feel they can 
trusc me, and who will ccme back to <k> busfrass ben again and again. I think 
my attitude about sales ts what makes me a successful salesworker.'* 

Vtelf, I thought about that one awhile, i gt^ss I'd never thought of sales^ 
workers as resources before. 

During lunch, I rook a few minutes to^^i^^ch Dan Voorhis^ a junior 5MJev»«rker 
at Sellet's' who was Marking on the sales flobr trying to sell a bike to a young 
couple. Jte asked his custcmers the same kinds of qi^stlons that Lauren had asked. 
I also noticed that being friendly and polite, and speaking clearly are other 
things that he and Lauren had in common. I asked Dan how <r^>ortant he thought 
these qualities are. 

**ScKin after I got this job, I took a course In public speaking. You're 
t ti|iil* II ih fe«siiy Mi^rtant how one taller to people, lhat public speaking 
course has really helf^d with my sales^.** ^ 

Then» i asked him what a high scfwol student could do to prepare for a career 
in motorcycle or autc^tive sales. 

••Sell anything, and get used to talking to people," he replied. "It's also 
iiT^rtant that you dress properly. Besides that, mechanical experience is helpful, 
and it's inq>ortdnt that a motorcycle salcsworker rides a bike.*' 

'^hat about finance papers and contracts^^' I asked. 'Htow %«>uld i prepare 
for that stuff?*' 

/Veil, if you've got the pers<mality for sales, an eii«>loyer might hire you» 
and you could lea^n many skills on the Job. Sut if you want to prepare for under-* 
standing contracts, good reading skills are inq^ortant. Business rwth helps sales- 
iMorkers with the finance and insurance forms that go along with every sale. Jbnm. 
Besides a willingness to work hard, tlwugh, personality is still the most In^rtant 
part of sales. That means being polite, and knwing vA\at appeals to your 
customers. And that includes dressing right.** 
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'•Well, you've certainly given nie an idea of the types of things I can work 
on now," I said. To niyself, I thouqhr, "There sure is more to sales than meets 
the eye," 

"Oh, before you ^," Dan added, "another thing that really helps nie out is 



the fact that I'm versat' ' 
and sell snowmobiles, sno 
myself, and I II learn aboi ^ 
a bike, a snow blower, or ai 
sell it." 



Wien the winter coiTie:>, for instance, I shift gears 
)wers, and other equipitient. i*m willing to in^irove 
all the products we selK I don't care virtuither it's 



industrial lawn mcH'^r. 



at Sellet's, IMl 




Then, lat^r'^at Mft^fnobn, ' Lauren met with a custodier who was buying a bike* 
At Sellet's making a sale is called "closing** r sale* Vte all i^nt into the office 
and Lauren explained all about insurance rates and even about special loans aitd 
financing policies to her customer. Then, she prepared some order forms and 
explained the warranty. The custtxner, Ms, Fells, read owr the papers carefully, 
signed them, and the sale was closed. Lauren promised to deliver the bike herself 
when it tame into Sellet's from the manufacturer. 

I felt pretty goekl about my day at Sellet's 
Vftteels, and i thought I'd seen everything, till 
Lauren tCK>k a custcmier out on a test drive. That 
made me think about the different types of things 
Lauren might do on an average dey* I asked her 
about it she came back. 

'^Well, I must admit, you caught roe on a very 
busy day. Weeks go by virtien I don^t leave tl^ ohop. 
But there are real benefits to this sort of work* 
For instance, the conditions in a show room are 
treat* It's always clean, comfortable, and there's 
plenty of light, and l have my own place to work 
in. These things are in^ortant to me. Besides 
all that, I ^t paid vacations, a life insurance 
^policy, wd a good medical and hospital plan too. 
On the other hand, it's taken me a while to (tevelop the sales techniqi^s which irake 
me securi^ in my position here* And I'm sti IX learning* i attend trai ling programs 
offered by motorcycle "manufacturers when l can because I want to know as fmjch as 
possible about the products I selK You see, t also really value adding to my skills 
and the irforraation at my f5ngertlps," 

'•So It wasn't always easy for you, but itttle by little you*ve become a success^ 
ful salesvjwrker?** 
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"That's right. Take Dan, for instance. He does well tmcau^ he's willing to 
improve himself. I was a junior solesworker for 2 years before I wnrked my wuy 
up to a more secure position. And In the beginning. It's tough. You a»e, we 
earn small salaries, and really depend on our commissions, which are percentages 
of the sales we make. Until build up our clienteles, or groups of cusioinor^, 
we may not be taking home much money at the end of every week. But as for mt, 
after 2 years, I had enough customers so that I felt established here. And ye». 
the different things I do during each day make my work here interesting, and help 
the wrking day go quickly." ^ ^ 

So I learned a lot at Sellet's. In fact, I even got inspired to find out if 
I have what It takes to be a success In sales. This Saturday I'm bringing my 
5-speed bicycle to the town flea market. Hmm. And I think my jogging outfit will 
appeal to the athletic crowd. 
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RETAIL MOTOROCLE SALESWORKER ^ 

Fin in all 6l^s. Check all answers. 





11. 




None 3 tasks Lauren Trull performs on the 

J UU f 



NcBiie 3 tools or pieces of equlpuKnt Loilrcn 
uses on the job. How is each used? 



TOOLS 



2.. 
3., 



1.. 



3.. 



Ill, Where does Lauren do her work? 
1. 



IV. What should son^one do to prepare for a career 
OS a Motorcycle Salesworker? 

1. ^ ^ 




How do Motorcycle Salesworkers use noth and 
reading skills on the job? 

MATH: 



READING; 
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beaiJty is her business 



My name is Georgia Rose wnilams, and beauty Is ray business. The tit'e of 
my profession is "cosmetologist." You've probably heard of titles like "beaut- 
ician," "beauty parlor operator," "hair cutter." "hair stylist." "hairdresser," 
or even "coiffeur." Vfell, by any name, a cosmetologist's work Is to care for and 
treat people's hair (including wigs), skin, and nails. The people *iho ask and 
pay for these services are called "customers. 







My work takes plenty of skill and lots of different kinds of tools. For 
just about all of my work, I need plenty of towels and capes made of cloth or 
•elastic to protect ray customers' clothing from hair clippings, water, soap, 

chemicals. I use shampoos and conditioners to wash and rinse hair. I use 
.^issors, razors, and clippers to cut hair. When I style hair, I use even more 
tools: hair rollers, clippies, curling irons, hair drier::, brushes, special 
combs, and setting lotions. I may also use special chemical preparations to 
straighten and wave hair permanently. I may use rinses, dyes, or bleaches 
to lighten or darken i t— v^rfuitever customers want dene to their hair, I can ek> 
it. M with tweezers and dyes, I can also shape and tint eylashes one by one. 
if a custcmer asks. And I do eye tabbing too—that's putting eyelashes on, one 
by one. I need special glue for that. 

Then, there's skin and nails. I use creams and lotions to give facial treat- 
ments. To manicure fingernails, I use a bavl of soapy water to soften the 
cuticles around the nails, orange sticks or cuticle pushers to push the cuticles 
away from the nail, nippers to cut nails, emery lx>ards to smooth the cut edges, 
and nail polish to protect and/or color the nails. To give a pedicure, I do 
the same things, except to toenails — whatever my customer wants. 




iterity 
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For all ffy work, I nee'd good finger deyterrty and good physical health, 
have to stand on my feet for long periods of time— sometimes all day. It's a 
<jood thing I don't have al lergies— the chemicals cosm tologists u>e can Irritate 
some people's skin. I also need to be a sort of artist, ^d iMybe most important 
of all, I have to be able to follcM my custoners' instructions. You see, cus!:o- 
flier satisfaction is a major part of my work. 
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I've been cutting hair since I was about 10 years old. My kid brother and 
I v#ere making mud pies one day, and I decided to make a fancy mud pie on his head. 
But his hair looked too long to me, so I got the scissors from inside the house, 
gave him a haircut, and gave hi in a fancy mud pie hair-do. I thought he looked 
beautiful. I felt so proud*. Well, I shouted hiro to my mother, and she was 
horrified at that huge pile of mud on his htsad. Sne scolded me for It, and 
%tfashed his hair, but after she cleaned him up, she noticed his haircut. I 
expected her to be upset about that too, but although she was surprised, sUk- 
liked It a lot, and asked me to cut her hair too. And that's how I got sta ed 
cutting hair. After a iirhlle, I was cutting my friends' hair too. I had the 
talent for sure. 

In Mew York, where I got my license, I had 
to finish 8th grade, and be at least 16 years old 
before I could go to cosmetology school (in some 
fitates, the law says 10th grade). So even though 
I didn't like school much, I stayed till I passed 
8th grade just so I could bec<wie a cosmetologist, 
ft wasn't till many years later, <»4ien I decided 
to go into business for myself that I needed the 
business math skills I could have learned In 
high school. When those ski Ms were Important to 
me, I went back to school to learn what I needed 
to know. 

Formal training is very Important In my profession. Training requirements 
are not the same in all states, but all states do require training before Issuing 
licenses. New York requires I. 000 hours of training. It took me 7 months, full 
time at the American Cosmetology School, to complete my basic training. To Pay 
tor all of this. I took out a loan as soon as I was of legal age. I could have 
worked while going to cosmetology school, but It would have taken me up to 2 years 
to con^lete ray work at a vocational school- The courses included in the tra ning 
programs are hygiene; sanitation; basic cosmetic chemistry; care of hands, skin, 
hair, and scalp; safety practices; hair cutting and styling; parmancnt waving; 
bafr straightening; finger waving; pressing theory; and lots more. 

For the first 500 hours, cosmetology students practice what they learn on 
nanncqulns and on each other. It's not until students pass the first 500 hours 
cf training that they're allowed to work on customers, who coie to the school 
because of the low prices charged for services. I really enjayed my \:raining 
because I knew I was learning about and preparing myself to make money at what 
i already loved doing. 
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Vttien I finished my training, I passed the state exam, and got my license 
from the State Cosmetology Board. There are lots of places cosmetologists can 
wrk: for large and small commercial shops. In department stores, on government 
bases, on board c? jise ships, in hospitals and other institutions, In hotels, 
even In large city drug stores. The first shop I worked In was a department 
store. This was one of a whole chain of shops owned by the same person, Ron 
Wells. He was an expert at hair cutting and styling, and he taught me what he 
knew about it. Soon I was a specialist at It, and I had a lot of regular 
customers, who always asked for me. Ron saw that I was good for his business, 
so he offered me a Job at a very exciting shop, on a cruise shipl I was sure 
glad to take that job. ..I'd always wanted to travel. 
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Within 2 years, I had paid off my loan, and like I said before, I deciucU tu 

go back to school to learn the business skills I'd need in order to run a business 

of my o«m. While I went to school « i worked part-time (evenings and Saturdays) « 

Now that I ov«n my own slK>p» also a business vK>man and ha>m what's called 
''managerial duties J' That means i hire, train, ar»d supervise the cosiaetotogists 
*^o work for me» Since my s|Miciatty Is hair cutting and styling, that^s v^t 
I train s<:^ of my employees to do, I Uaw other specialists working for me too: 
a bleaching and dyeing special Ist, and a fM^rmanent waving and hafr straightening 
specialist. So cosmetologists are Just getting out of school can get advanced 
training at r.y shop in any one of these three areas. Till they corr^tete the 
training I offer, they give shai^^oos md manicures, ans^r the phone, make 
appointments, and collect fees from customers. 

My other managerial duties include 
keeping records and ordering supplies, so 
I use my math skills a lot-^making up 
payrolls, pay Inn hill«;^ and If^finlfirt 
formation on hair color forrmjias. When 
I mix tfK5 chemicals for a hair color, 
t have to measure accurately. It's 
important that customers get the hair 
color they ask for. 

i use my reading skills too. i 
have to read instructions in orcter to 
mix hjir color formulas — that In-^ 
eludes the records t keep of my own 
formulas too. Also, I read t<ie maga-^ 
z\r\es of my profession. It's Important to 
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keep up with the new styles that are always coi^iing along. Ju^,t looking at pictun?*; 
U not enough, though. I have to read about hw to make my customers* hair look 
just like the hair in the pictures. Another way I keep up with changing styles and 
learn the techniques of creating them is by traveling to cosmetology training 
ccmventlons. 

There's always something new to learn In the field of cosmetology: new styles, 
new techniques, new theories, new people, new places. For me, that's the beauty 
of it. ..and beauty Is my business. 
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Fill in all blanks. Check all answers, 





I. Write in 3 skills or tasks Georgia performs on the 



1.. 

2,. 



3. 




II. Write m the names of 3 tools or pieces of equip- 
ment that Georgia uses on the job. Next to the 
noites^ write down what they are used for. 



TOOLS 



USES 



1.. 
2,. 
3.. 



1, 



2.. 



5. 




III. Write in 2 places where Georgia has worked, 



1,. 

2. 



Write in 2 places where Georgia got training for 
her profession. 

2.„ 



V. Write in 2 math skills and 1 reading skill that is 
iiportant for Georgia's work. 

1. 
3. 
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Business Machine 
Service Technician 




Hi \*m Georqe Une. For a^i long as I can remember, I've been great at fixing broken | 
machines. Including toasters, clocks, record players, and radios for my friends and " 
fmily nieinbers. In the Work Study Program at my high school I wanted to vtart right ln{ 
repairing machines. But my first assignment was to shadow a Business Machine | 
>crvice Technician namad GaIIow. I thought I'd be iored just watch incj ^ 

somebody else at work. And as I approached Jean Callow's office in 

the lOrt (fnternational Office Machines) building, the last tblag 

1 

I was expecting was «xciterwnt. Here's %*hat happened 




'Go^ inofoing, Georg< 
tVou' re right on t 



rqe.T 



What a nice office! It doesn't look anyth 
repair place. Where are the wiachlnes you 




Ing like a| 

*±lZJ 



^They're in people's places of busine ss. 

5J 



Oh: Who brings them here for you to fl 



oiMi, I go to where the machines are 
I fix them there. 




I 



Before you not here I was lookli^n n^r the Ust of people v#ho cal'ed yesterday 
afternoon needinq repairs, (.f.q«: Associates reported trouble with one typewriter. 
County Bank rt-ported 2 typtiwr I t««rs moi worl-'nq at all. City Hospital has a problem 

Ccwnnun\ty Ci llegc ha*, one Typewriter out of commission. 



with one typewriter, and 




^^nly typewriters 
rfPi***"^,^ I was hoping to 

f >y I computer belncj r 
\ I Do you ever ^nork 
§ I 1 \copyjters? 



today? 

sec a 
pa i red. 
on 



Not yet. You see. all lOM Repair Technicians start out repairing typewriters. Aftnr 
Z yMrft or so, Technicians can requt-t training in the repair of more ccm^>l icattsd 
nwchlncs, like coo^juters. There'll be e trainee opening in »:onvuter repairs soon, and 
I'll apply for il. 3ut for now, I havti ny regular customers to take care of. Let's 

see My records show that .^unty Bank. City Hospital, and Community College have 

other typewriters they can use. legal Associates has only one typewriter, and it's 
not working. That's wlwrv we'll go first, even though It's farthest away. Route 
planning is one of my mobt iiivortftrtt tssks. It irjcans ta' ?ng care of the custon^r 
with the most urgent needs first. U's part of what we call "custoiner satisfaction." 
Let's go. 



I thought Business Machine Service 
Technicians just fixed broken 
Piachines. Customer satisfaction 
means getting along with peop 
doesn't it? 



1 Hm €Le/\NER 
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important as being able to fix 
typewriters. You'll see. 



\Hi. Pat. Whac*s the problem? 



0022 A JA3 3J 



i 



Patp I'll try to have your 
typewriter fixed in 15 
minutes. That* 11 leave 
you *i5 minutes to finish 
typing the legal briefs 
Now* show me the problem 
with the machine. 




I* II never hav€ this legal 

%i ief type d ! y 10:30! I 
have at least a half hour*sj 
typing left to ciol 




The 
And 



carriage return !sn*t coming all the way back to the margin 
the typewriter sometimes skips-— like that! 




It sure Is aggravating when n^chines don't work the way they're supposed to^ Tl^ 
problem here is something I can fix easily. A simple adjustment with the screw^ 
driver, and there! It's flxed^ You have plenty of time to type that legal brief. 



} Jean Is wonderf 




1 sure was surprised when 
you pulled that screw- 
driver out of your purse 
J and fixed the typewriter! 



Looks tike a purse to you^ huh? 
Vtell, here's arKither surprise 



for you. That's my 
Take a look inside* 



toolbox. 




Let's see,,.. Here's an ohiwneter, pliers* screwdrivers, 
calf(^rs* gauges, wrenches--! see just about all the 
everyday tools, except a socket wrench. And here are 
some things \ don't recognize. 
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Those are special ired 
tools for I CM type- 
writers * I learned to 
use them in my traininq 
course, ^tere we are 
at County Bank. } 



HI 



Jean! I dl^in't expect you.?>c uoon. | 
Pve. got Z machines not worktnq. 
ftothing happens when i turn them 
cm. They're over there. 



This might take e wM le f ff^jre out. j 
Let's seu. new. IV ■» plucy-d In, and 
the outlet's Working. George, wlU 
you hand ne the ohmmeter from my 
"purse"? 




I was sure the p^roblem was just that the typewrl ters tftren' t plugged InJ 
Do you. ever answer calls and find out that's the tro uble?^ 




I 
I 
I 
1 
I 



Hello, Jeff. How's bus 



3omo 



(^t so good, Jean, without ny typewriter. | 



t 




Show me the problem, and Pllf J^'h-.n I strike a key, nothing happens, ltdoesn't type 
get to work on It right away . | I at all. And the position Indicator fell off. 



Thanks. Jeff. Goerge, the first thing I'll do In this situation is turn the machinel 
on and listen for any unusual sounds. Then I'll take it apart and exan une the part^ 
to detect wear or some other cause of the malfunction.- 



What's a "malfuncti 




failure to work or operate properly^ 
Depending on what I find out when I 
look inside, I'll either nake an 
adjustment on the faulty part oi 
instal 1 a new part. 
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Here's the problem! A icK>se nuts i li lignltm II up, 
and there! It types just find. Now, the position 
•ndicator is a different story, f don't have'a spare 
one with me. I can bring one by tomorrow and put it 
on, but in the (neantlme, let's sec if I can rig up 
something that'll do the job till then. Hiamm 
I thinjj I can make one out of this paper clip... 



I • • * * 



There! 



71 





Okay, Jeff. 
You^ re ai \ set] 
till tcNnorrow. 
V\\ see 
then. 




rhanks, Je^iK 
1*11 see you 
tomorrcM* 



J 



I never expected a Technician would get chances to be creative! Making a position 
indicator out of that paper clip was gr^itl Wa«i thai p^rt of your trainlnq? 



t exactly. I n«' v<v»r had for mI t r: ?» hij in makeshift parts, fcven before high 
school, though, i ii*scd nxiny i.mu.,cJ.^ .sud ((.achinc^, iu^l liK*i ywu. A..J I n^<-J 
creating a new pare to replace a faulty, or •'malfunctioning" one. I took 
mechanical ihop courses in Jiigh school, and then for a year I stuv'ted electronics 
in the Community Collcye, our next stop. Then t applied for a job with lOM. « 
passed both the written and practical parts of the test and qualified for the 2 
nionth training proAjram. 




Well, I have to read and write to pass the tests and write up service bills, and I 
have to be able to read general instructions and sofi« schematics. Of course, I use 
math wheni:ver 1 write up bills for service costs, f also have to drive a car, and 
I've got to be the kind of person that people feel comfortable with. Here's 
Commun i t y Co I I e9e • 



Harie! How ar« you? 



Mm f i ne . The 
typewriter's 
90 t spacinq 
problems again. 



n 



Okay. Mil fix It up ^gain* But, you know, Marie, you 
should consider replacing this typewriter with a new one. 




I Yeah, 
Wot o 



I know you* re right. 
IWy. 



one 11^ your car? 




Ha, hal Afraid not. I don't sell typewriters. 1 repair 
them. But I'll tell our Marketing Representative chat 
you're Interested in buying a new one. I do sell servic 
contracts on typewriters, so let me know when you get 



in 



I 

I 



Thl5 typewriter U fixed. I lokay. Georqe. Now back to I OH where you ca.. .it In on a| 
I'll beleclng you, 5^.} ^tralr.ir.i :;c^inar tor Buyn^.s S.rv.ce .^chntCu^. 




Just come on back to my office after the semlnai 



W.iU, what did vou th 




The seminar was not what I expected. The whole thing was 
about Customer Satisfaction. I thought it would be about 
repairing machines. You know, I get the Impression around 
here--from the seminar and from being with you ail day- 
that in a Technician's work, people are jus t as imporjant^ 
as tnachines 




I d.dn't know that until today. And. you know. It makes a Technician s lob «wre 
appealing to me- traveling around some, getting to know people, plus f : - . ng mach I nes 
Thanks a lot. Jean. I hope you'll still be wbrking here In a few years, when I get 
my job here. 



Oh, I'll be here 
you 



Thanks, Jean. 
Ijake it easy 
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Gheck Out the Facts: 
Business Machine 
Service Technician 

Fill in all blanks. Check your answers, 




Good. Will you tell ine 3 tools or pieces of equiptnent you use 
and Mhat you use each one for?. 



ERIC 









1. 


2. 


J. 
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Okay. You mentioned some places where you qut training for 

7MMI imui fvo fi t I I yMU " -i i ti^ ^ <.»<v>t« * 



J 




What Is one v«ay you use reading skills on the job? 




3 





Thanks, Jean. Goodbye 



1} 
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BUILDING f^AINTENANfE WORKEh 



OTHtR WORKIhS wnwIN Tllf CUSTa.jfAf MCl^- UM! "'1 INCLUDE 



Upholsterers, carpenters, c*eanerb, security per*>onneK nravers. iir«*iiiiri«; kei^n#»r<;^ 
tieating personnel t plunders, electricians, utility shop personnel, paint shop 
personnel, locksmiths, door closers, speciality crews (research supplies, 
update chemicals, purchase equipcnent, answer emergency telephone calls, keep 
records, use computers). 



POSITIONS- 

Grade 1 Domestic 
Grade k Cleaner 
Grade 6 Janitor 

Civil Service Exam necessary 

for advancement to: 
Grade 9 Supervising Janiror 
Grade 12 Head Janitor 
Grade 16 Chief Janitor 
Grade 26 Supervisor 



READING SKILLS NECESSARY TO 

read and follow directions 
on container., lake the 
tests required for 
advancement to 
•upervl sory 
pos i t i ons 




TRAINING: 

minifnum qualifications: 
physically capable of 
manual labor, high 
school diploma 
preferred 

a 1 1 training can be 
acquired on the job 
through courses in a 
wide variety of subjects, 
frcm basic writing, use 
of cc^uters, to air 
conditioning repair 



MATH SKILLS NECESSARY TO 

di lute cleaning 
chemicals ta 
proper 
St renrjth 



WORK PLACES; 

indoors and outdoors aroimd 
apartment houses, hospitals, 
of f i ce bui Idings, 
manufacturing plants, 
factories, sch<:»ls, churches, 
private businesses 

both part- and full'-tiine 
work avai lable 



squecjnps , wpt 
and dry muns, 

dust mops, 

buckets, 

chemical 

cleaners. 

autofMtic scrubbers and sweepers 



7b 
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BUILDING MAINTENANCE WORKER 

Answer the question and fill In the bUnks. 
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A FISH RETAILER TALKS ABOUT... 
FISHY BUSINESS 



Sea trout, sea bass» ocean perch mid 8crod» 
Blue flah^ red snapper, whlteflah and cod* 
All of these and many isore. 
Can be tound In thin fish store, 

I work here cutting and cleaning each day 
The f lf?h that arrive from the ocean and bay 
Lakea, rivers, atrearas, and brcK^ks, 
Also hold finh prized by eaters and cooks* 

Somt people like their fish whole » 
And some just like the fillet. 
ny job is to get either ready for them. 
And do It wlthuui deJajT 



Fish Is high In protein and minerals. 
Each kin* has its own special taste. 
I know \t>vf to cut It correctly and fast. 
With th^ least amount of waste. 

Now cleaning a fish Is not too hard. 
But lo s oC practice it takes* 

With kilves, steel, and scrapers t must stay on my gtju^rd. 
So I c3n't get cut or tnake mistakes. 
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During every working day, I work at gutting^caling, filleting, and boning. 
For each cask there is a special knife which needs sharpening or honing. 
For this, 1 use an oil stone or sharpening machine. 
To keep «y knives and tiy cleaver rasor->sharp and clean. 

A clean cutting board and coolers, wrapping paper, and a sink 

Help me do my %rork with the least aaount of Svink. 

I use a large white apron to cover all «y clothes. 

So that when I go hooe, ay wife doesn't have to hold her nose. 

Working In the fish aarket Is really quite pleasant. 
Even though there is a fishy and salt water aaell. 
I get to ©eet all kinds of people. 
Who see that I do my job quite well. 

Being pleasant and helpful is part of my work; 
Besides being a fish cleaner, Vm also a sales clerk. 




I put math to work daily using cash' register and scales. 
And I must also be friendly if I expect to make sales. 
I figure out wholesale and retail prices, 

Bc^sed on the cost of fish to the store. ^ 
This Ircludes a percentage plus profit. J 
After a big fish delivery, this can be quite a chore 



This work is learned through on-the-job training. 
Once you master it, you have a good trade. 
Learning ©ay take anywhere from one month tQ ten. 
But when you* re gocNl you have it made . 





o 

l^^Sll^blanks. Check all answers 




I. 



Nome 3 on-the-job skills or tasks of a Fish 
Retailer. 



1.. 



2 

3 



II. 



and 1 use for each. 



TQ OIS 



1 «^ 

2,. 
3.. 



2.. 
3.. 



III. lime and describe 1 work place. 

— ^ — 



IV. NcBne 1 Place where a Fish Retailer works 
1 



V. since a Fish Retailer iray not do muc^ 

on the job. name 2 ways that math is usea on 
the job. 

1. ' " 

2. " 
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COAST GUARD QUARTERMASTER 



The Coasc Guard Quartermaster uses four different methods (Celestial Navigation, 
Dead Reckoning. Piloting, and Electronic Navigation) to NAVIGATE or GUIDE THE COURSE 
Of A SHIP. Navigation Includes determining or figuring out: 

1) the course or pathway of a ship., 

2) the ship's position or "fix," 

3) the distance to a ship's destination. 
k) the distance traveled by a ship. 

Read the definitions below; then enjoy this poem which describes life as a Coast 
Guari Quartermaster. Use a dictionary to looic up the meanings of other unfamiliar 
words. 

lympMBft . card with a s^ging needle v^ich always points to the magnetic North 
Pole. 

cre>^: «^ boat or ship. 

E.T.A .X estimated time of arrival. 

kingposts and beams : in^rtant supporting posts in a ship's "rigging" (system of 

useful chains, lines, and ropes). 

starboard : the right side of a craft. The left side of a craft is called port. 



4x 



CELESTIAL NAVIGATION is an ancient way 
To guide a ship by night or day. 
1 use a sextant to calculate the altitude of stars; 
Other aides are the sun, the moon, and planets like Mars. 
I use the sextant's mirrors, and I calculate and mix 
The number? on the sextant to determine our ix. 
The sextant's used with a very accurate clock 

Called a chronometer, protected from temperature, change. %i shock 
It takes training, practice, and lots of skill In jrath 
To let the heavenly bodies help you plot out your path. 

82 
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DEAD RECKON I !«a Is a way of using geometric dcgrt^cs 

To determine our fix, and get on the ^^V'^*^*^^ ..^«rf ahead " 

Three-hundred-sixty degrees form a circle; 0 ^grees Is ' 

Ninety degrees meanf "starboard beam." as you've already read. 

The name of this system Is "relative bearing ; 

It's more than handy for crafts which are sea-faring. 

Whe*. .ckonlng. I ««asure the dlst«ice betwe*.n each fix with care. 

And ry to follow the course I set, precisely. 

Ufing compasses which point north, f g«t to know **cre 

South, east, and west are, very nicely. 

I use charts which are maps of our shore and water ways. 

So practice in map-reading skills really pays. 

I use PILOTING aides like buoys, andi^rks, and I'sHt 
To help me navigate Into harbors snd Inlets that are tight. 
I me^sSre the.dlpth of the water with lead lines, or sound. 
And an echo sounder keeps the ship from going asroimd. 

You see. the time It takes for sound waves to reach the bottom «id come back 
irmeasired by this Fathometer, which no large ship should lack. 



ELECTRONIC HAVIQATION uses Radar ana Lorao. .^^^^\ nl^n 

IZrZ: sys^en.^ h«lo us determine our fix and^ur course, or trdvel plan. 
R^da^ Dicks up radio waves reflected from objects at sea. 
Stto3 [oran.llgnals from outside stations help us find our f .x. you see, 

S3 
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As quartermaster, I S!>end time on deck where the king{>osts"^d beams are erectcu^^ 
/Uid in the control room and pilot hou^e, with equipment thatim)st be protectfed. 
rhough I work at»ard ship most of the time^ l^ve got one land-tifased working chore. 
Using ladio signals from the station housep I g^ide nearby craft to sho^e. 




I keep a daily travel Log, in v^ich J write a review of each day. 
I read tables and books describing the tides, and shorelines of ocean, and hay. 
I do special problems, measure distance, time and speed; ^ 
To figure out an E.T,A,, I use precise measurements, indeed. 
For those who like the sea, and mathenatics, I reoMwiend this work. 
I ustt math daily at most of my tasks, more than any sales clerk. 
.1 '^struclif* for my position here, a kiml of on-^the-^job training* 
And betiRf^en my studies, and my dally tasks, 

There** no end to the knowledge I'm gaining. - 





COAST GUARD ClUARTERMASTER _ 
Fill in all blanks. Check all answers. 






What are ^ different methods of navigating o 
ship? 



II. 



Ncwie 1 tool or piece of equipment for each 
methoct or navigation used by a Qirartermaster. 
How is. each used? 




TOOLS *: 



USEl 



1.. 
2. 
3.. 

a. 



in. Where can someone get the training neecfed to 
becom a Coast Guard Quartermaster? 



IV. >mere (toes a Quartermaster work? 

' 1. : 



Home the ways a Quartenfkister uses math and 
reading skill on the 

MATH: 



READING: 



124 



BUOYS AND tOATS: 
An Interview wl'.h Hike Bodoln, 
Coast Guard Boatsviain's Mate 



Mike: 
Rae: 



Ht 



I'm Rae Gcrome. I called earlier to ask for an interview. 



Mike: 

Rae: 
Mike: 

Rae: 
Mike: 

Raf 
Mike: 



Rae: 



Yes, I'ra petty officer first class, at y<Hir service, 
and I'm a boats**aln*s mate (pronounced bosun*s mate). 



My name's Kike Bodoin, 



Well, l*d like to learn all I can about life In the Coast Guard, and as much 
as Tc^n about your particular job as boatswain's mate. I've never been 
exposed to military life before, and when I read about the Coast Guard, I was 
pleasantly surprised. I read that the Coast Guard's services Include pro- 
tecting the marine envlronmant, and making all marine transportation safe 
and lawful. Is that rlgit? 

Yes. You seem to have a w»d Idea about what the U.S. Coast Guard Is all 

about. Old you know that during peacetime, the Coast Guard Is Pa*"' of 

U.S. Departmenc of Transportation, and that In wartime. It's part of the NavyT 

No. i didn't Unow chat. 

Well, I'm sur« I c«» tell you a lot you didn't know, because the Coast ^ 
Guard involves lots of different kinds of work. It's more than a job, it s 
an occupstlonal wat of life. 

How many of you live at this station? 

Well, this is an unusual station. In that there are only 11 of us here. 
What do you all io on a typical day? 

Well, of course, we're alv«ys on the alert and are tuned In to our hour 
radio. In case we're called to go on a rescue mission, and we <to spend some 
of our time enforcing fishing and trade regulations, but most of our work 
involves some aspect of buoy maintenance. 

Buoy malntenence? You mean you spend most of your time maintaining buoys? 



Mike: That's right. 



I guess it's just hard for me to 



Rae: Hmm. . — - - ^ . 

Imagine what you do to the buoys. I'v^ 
always taken them fpr granted, thinking 
that they're just light plastic floats 
that stay In place in ttw water. 

Mike: Ho, to. Vtell» buoys are lots of things, 
but they are certainly not light. l*»y, 
buoys can %«lgh up to 15 tons. And 
they're not plastic either. When we 
work on them, we use special cranes and 
other heavy equipment. Each buoy we 
work on probably saves hundreds of ships 




Bel* 6«^Y 
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and thousands of lives each year by pointing out shallow areas and obstructions 
and by serving as guideposts to the quurte masters or pilots t>i^ direct ships 
and boats. Buoys are this country's most cz^rraonly used navigational aide, so 
tending anH maintaining them is a big re5p«)nf^ibl 1 Uy, and one that maizes us 
feei proud of the i^ind of work Me do. 

Rae: So what do you do to the buoys? Clean the« up? 

Hike: Well, yes. But 1*11 bet that vihen you think of cleaning, you* re not thinking 
of the kind of heavy work w do on buoys. 

Rae: Oo /ou scrub thcHn? 



Mike: 



Rae: 
like; 



Rae: 
like; 



We are constantly fighting a battle against rust, cor oslon, 9lgae. artd dama»<*» 
from Ice and poorly managed boats. We use sandblasting equlpiwjnt. grinding 
whetis, wire brushes, chipping hanwers/ ahtf^pecmnMm "sc^^ 
are inspected by z, technician, and we may need to do some Yielding to repair 
cracks. We also hanwer out dents. Then we paint and nisnber the buoys, using 
special brushes and antUcorrosIve paints. And we Install new lighting and 
replace batteries. As boatswain's laatc, I supervise this work, ^nd «io 1 have 
to know a lot a{>OMt paints, brushes, scraping and chipping techniques. 




tiio 



usamls of 



Wowl That's a lot of work f^^r'one iHioy. And If each one weighs 
pounds, how do you get them all to the station? 

Every boat Is rigged, or equipped for maintenance work. Our cranes lift the 




and to inspect the . Igging regularly on our boats. 

So your rigging is everything that help^ you lift things? 

Yes. Our rigging helps us lift and tow things too. The ringing itself sup- 
ports the kingpost and mast. Since lifting and towing are so important t-. 
the Coast Guard, proper rigging is very linportant. Some of^the most basic 
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Ri^^in^ for 

Sffl^lc Boom 





and useful skills I practice arc making specHTf knots 
for tN$ rigging, and making and splicing, or repairing, 
the ropes and lines that form part of the sling and 
pulley system of thet rigging. 

Rae: Oo you do this work )*lth your bare hands, or do you 
use special tools? 

Mike: Well, making rope can be done with onc*s bare hands. 
It basically Involves twisting and colling move- 
enents. When we splice rope, though, we use tools 
llkfe this wooden fid, or we use a metal marline 
spike. The pointed ends on these tools help us 
weave small fibers of one rope into the fibers 
of another rope. 

Rae: Besides Inspecting and supcrvl^iny the miik Cm boat rigging and buoys, do you 
have other resfKmsibi 1 ities? 

Hike J Yes i do« I also take responsibility fop securing most I tews to the deck and 
for anchoring and mooring operations. 




ftae: What is 



"mooring" 



art 



Mike: Mooring Is a very secure type of anchoring, oesioes ait inat, 

mate, I supervise all deck duties, and may even do a bit of navigating, 
means guiding and steering the boat to Its destination. 



That 



127 



I 
I 

I 



Rae: 
Nike: 



Rae: WomJ I'm certainly leurning a lot from this interview. Where did you learn 
everything you knovf? 

Hike: Vtell. In the Coast Guard, there arc basically 2 ways to learn, and to rise In 
rank and respfmsibil i ty. Host of us learn through on-the-job training. In 
the Coast Guard, this is called "striking" for a position. "Striking" means 
going through a sort of appi<sntlceship training. For Instance. If you strike 
f«^r a boatswain's mate position, you'll work with a boatswain (shortened form 
of boatswain's n»te). You'll probably start out doing imnial tasks, but as 
you learn, you take on more responsible I ties and get plenty of practical 
experience. You niust also study while striking. Then, **ei. vou've had 
some experience working with a boatswain, you take a test. If you paaa, yo« 
may be promoted In rank. That's how I became a boatswain's mate first class, 
and i started out as a seaman's af^rentlce. 

Can you advan^ In rank by SK>ing to school instead? 

Well, some people prefer to ^ to sx:hool. The Coast Guard Academy for officers 
takes h ypars. and while you're there, you do more than just schoolwork. 
There's pleaty of opportunity to get practical ejq>erlence, since all Coast Guard 
schools are located on waterways. Other^chools take less time. There Is ^ 
a boats%#aln's school that offers a 20-week course In practical eiiperlence and 
acadewi c studies. 

Academic studies? You mean you need to study math and reading too? 

You bcti Reading Is Iniportant in the Coast Guard because we all do a lot of 
paper work here. Every time we do any kind of maintenance work on a buoy, 
for instance, we've got to write a description of vihat we've done, and why, 
or we have to write a report to tell a technician what we think sboud be done. 

And we use math plenty too. We check 
the position of each buoy regularly 
using charts that show latitutte and 
longitude. Latitude shows how far north 
or south the buoy Is; longitude measures 
^how far east or west the buoy Is. We 
rtake careful measurefnents, and use 
these charts to help us reposition the 
^biK»ys too. This is really Important 
because a buoy that's in the wrong 
place can b(* more dangerous than no biK>y 
at all. Besides all this. If you can't 
read And do calculations, you'll n^yt^r 
be able to pass a test. 

Hmm. VtelV, I think I'd ifkc the kind of work that you do, myself. I love water 
and though I don't know much about boats or otl«r water craft, now I've got 
some motivation to learn some sea-worthy skills Including what I learn in classes 
at school. Thanks so much for this Interview. 

.»k«: My pleasure. Maybe I'll see you on deck someday'. 

80 
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COAST GUARD BOATSWAIN'S MATE,, 
Fill In all blanks. Check all your ctfiswers. 




I. 



n. 



What are 3 tasks or responsibilities of a 
Boatswain's Mate? 

1, 



2. 
3. 



i^ame 3 tools or pieces of equipment used by 
a Boatswain's ftote on the job. What is each 
used for? 



USES 



1. 

2. 
3. 



1. 

2. 
3. 



III. What is 1 way sometme con get the training 
neected to becom a Boatswain's Mate? 



1. 




IV. Where ck> Boatswain's Mates do their work? 



V. 



1. 



How do Boatswain's ftates use niath did reading 
skills on the Job? 



HATH: 



READING: 
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Helen Tobln, 

Cooperative Extcnatoa Agent 

Hello, my oaae is Helen Tobin. I work for Baxter County as a Cooperative 
Extension Agent. A Cooperative Extension Agent ia ewpXoyed by the county and 
the Land Grant College of the state to teach, to distribute educational oater- 
ialfl, and to help comunlty i»ri»er8 solve pr<^lens on faras, at homa, or in 
their coaaunlties. Mainly, this is a service Job and a teaching job rolled 
into one, 1 have to use aU kinds of media: paa^lets, newsf^rs, aaga^ines, 
radio, IV, slides, and photog;raphy to get inforwtion to people w'w need btilp. 
In many counties Extension Agents help set txp cowdttees. I just started a 
vegetable roimititee for ve«etiU>le fanpgys. Coop erativ e Extension A gents 

also send out nonthly newsletters and othef helpful information to the coawittee 
n^nbers on a regular basis. 
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There are three branches or departments oT&operative Extension in each 
county: Agriculture, Home Economics, and 4-H. The Agriculture department fills 
needs in the farming coammity, whether it be dairy farming, fruit farming, vege 
table farming, or any one of a nuaber of specialties. The Hoot Economics depart 
ment fills the needs of the homemaker: foods and nutrition, sewing, family man- 
agement, child care, and many other specialties. The 4-H dep«rtm«»t fills the 
needs of the youngsters. Children aged 8-18 can be » -H meabers and participate 
in activities in many areas: foods, clothing, animals, vegetables, photography, 
canplng, demonstrations, and cotaity fairs to name a few. All three departMts 
serve their own populations but also cooperate and help each other whenever 
they can. 

T started out as an assistant Cooperative Extension Agent In Hllldale 
County after I had graduated from an agricultural college. 1 speclallaed 
In vegetables at college, so many of the courses I took were about vegetables: 
planting, growing, diseases, and Insect control for ewmple. Some of the 
main concerns in agriculture right now are loss of top soil, finding good 
workers to plant and pick the crops, inflation, and energy. I learned about 
these things in college, as well as about farm management, plant pathology, 
and culture of soils. -Idjt 



I 
I 
I 



A farm background wat. not necessary Cor becoming a Cooperati^o Extension 
A««nt but the colleRe required that I do Bom: kind of agricultural worK. I 
^ose'to w^k sun«.er^ heiplnp, a farmer with his vegetable planting and haymg. 
"^TlZ 7rZt college or th. state helped «e find «y first lob ^y keeping 

„^ application for work on tile. ^^^^^ J^""^^^ '!^.^ ountv 

reviewed all of the applications auu chunv 10-1. s^^^f"^^ .:T.%u^ nositlon. 

requesting an agent could choose from among these applicants to flU the position. 

I started work in Hilldale County as an assistant agent. After five years 
as an assistant, I decided to go back to college to get ^^r^^^f^^.^!^^":/^,,,^, 
Ap-onomy. (TnaJ's the branch of agriculture that deals with the raising of crops 

th^^ ^areVf the soil.) When I earned this degree. I started ^-^^^^ ^"'^ 
another job with i«rc responsibility and higher pay. Again. ^^^^ 
College of the state helped find a job using my updated application. I went 
on several interviews in different counties and finally I took a job here in 
S^xter County. I've been working here ever since. Tliafs six year, now I 
feach cJ^sses In vegetable gardening and 1 visit fan»s and P J^^^^^i^" . 
fh^ir yfg>>M»hlP gcowing so they can make a profit. I also i"*^'^^^ . J^J^ 
SSl^s^fSrto^so they can expand their Pf°<i-",^^"^- / f thtm In 
of questions about gardening. When I don't knm, the answers ^ ^^^^^^^^ Zsllrce 
the linitcd States Department of Agriculture (USDA) P«»>U^«^i^^« of cou^sf onl 
books and send out iho information to the people requesting it. 
resource I use often the Land Grant College of the state Jhe ^^^l^J^^ 
arc always researching, developing, and writing about new methods. P^"^»*^"; 
and IdeaH in all fields, especially energy conservation, sollnanagement. anl- , 

feed additives, and developing new hybrid plants . 
this Information is rent to the counties where, I then forward it to the fanaers 
and coianunity menib<'ri wlio need it. 





I 



What do I do 0« a typical a.y? lf«U. h.-n-'s today's schedule: ^he 
mail r.'turn soiw- phone calls, plan a dei»on«tratlon for a local A>H R^^^P' ^^^P 
rho~r with a'gardonlng prohle.. read a new Ra-^^-^"^^ -f^^^- /^f 
luncheon meeting with the fruit growers co«Halttee. return to the o*fl^'^° 
a phoL call to%he Uni Crant College to plan a 

Then I'p. bark on the road to visit a vegetable farmer, and finally. ^ ^^'^^ 
Somc.tl^s I attend conference which may last two or three days. T also .irrang*. 
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and atiend tours of Interc'St to toiwminlty ae{rf>er8. And onc« In a wfaii.e, I 
might he away for a week co lakc «os«? In-servlce couraes — usually offered at. 
the Ixnd Grant College. 




Now for the tools I use". They Include date books and calendars, a tele- 
plume, coraputers, research books, USDA publications, other Cooperatlv.* Exten- 
sion Agents, and jnany county agencies. I use the telephone a lot. People 
call In needing infonaatlon or help with problems. I use the telephone to 
arrange meetings or teaching space. Since I do a lot of traveling to oeetlnga, 
to farms, to other counties to prepare for educational prograns, and to attend 
coDKilttee meetings, my car is an Important tool, too. It gets rae where I have 
to gn. 

I have a busy schedule every day but I always try to set tiroe aside to 
catch up on ray reading. Reading and taath are both liaportant skills I use on 
the Job. I always have reports to fill out and technical journals to read. 
Onct* I*ve read this Infonaatlon, 1 have tm interpret it and sort it out. Then 
I send it to the appropriate farmers or coraniuiity a^abers who need it. Other 
skills which are helpful to a Cooperative Extension Agent are a clear writing 
style, aMilty to speak well In Iront of an audience, and, **iere «-he population 
is htltngual, speaking another language. Often a knowledge of engineeij^ng or 
geology could hr helpful, too. 




Now, there are^ShrtsVs ^«zards Tn atiy^ob, but this jo^ has fewer than 
mo-^r . One hazard that 1 try to avoid is losing the trust of the fanwjrs in 
my rniinry. T carefully research any problems they have «o that the inforua- 
t inn I give them Is accurate and doesn't caus*? orse problems, tf 1 give 
wrong Information, 1 coul4 losm. niy credibility and the trust of the farmt>rs. 
riu-se farmfjrH would not be «o quick to ask for my help in the future. 

^6 
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tt X ^nt«a to advance ^^'^^ f^^' ^.^^ij 5:r;\rvr uTun'anS ^^exlMe 
get a higher degree. But for the f part the Job l na ^^^^^ 
I work with perceptive and responsive people^ and as an agent 
to meet and work with Taany different people. 
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QUIZ YOURSELF 

Coop«rativo Extension Agani 



Helen does many different things at her job. One m&in tesk is to 
teach classes. Name 3 other skills or tasks Helen does on the job. 
(Look at pages 4A through A6.) 



1. 



2. 



Helen uses many tools and pif^ea of equipment on the job. 
of these and I use for each. (Look on page 46,) 



Hame 3 



1. 



TOOLS 



USES 



3. 




To become a Cooperative Extension Agent, Helen 
had to go to college, ifhat kind of college 
did Helen attend? (Look on page 44.) 



What kinds of courses did Helen ta^'*? 



Now naipe 2 of Helen's work places. (See pages 45 and 46.) 

1. 2. 



Name 1 way B&lea cm i^wance In her job. (See page 47.) 

Same 1 way that Helen uses natk and reading on the job. (See page 46.) 

»ath . reading 

Naoe 2 other skills that are necessary for Helen to do her job well. 
1. 
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ORGANIC 
TRUCK 

FARMER: 



A FARHER WHO GROWS VEGETABLES AND 
TRANSf>ORTS (TRUCKS) THEM TO THE 
PLACE WHERE THEY'LL BE SOLD 





V^M. thanks. Old Gerald here has broken down 3 times already this 
morning, but we figure we can still get a O"*^ ^"J*^ 

old trf.r;or. Even though it needs repairs often, we can handle 
them as long as we have a rapai r manual, the replacement parts we 
need, and the tools to fix whatever breaks down. Is there a 
monkey wrench in that tool box besl<te you? 



A salesworker came by here last week and offered us 
a special deal on a brand new one— $20,000, a lot 
more than we want to pay. Old Gerald here cost 

only $1,000. used 
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of course, and we 
did a lot of sfiopping 
around at auctions 
for that kind of 
iea] 



I 
I 



There sure are a lot of tools i 
bon. And here's fnore boxes of 




! i 



! i 




• ep. And there's more In the bam. We keep our iraplements for the tractor in there 
uo-thc spreader, the tlUer. the harvester— that's the seeder behind me. The 
uUivator's in the barn, too. Ifs next on my repair list. There's no tool we 
an't .ise on the farm. We use mechanic's tools to repair our tractor and truck, and 
:arpentry and masonry tools for the rough construction Me do-like building our pack- 

• ng house next to the bam. And we ha>^ electrical and plumbing tools for maintenance 
m the house and outbuildings. 



fou sojnd pretty self sufficient 




.ry to be, which means that repair and 
maintenance of farm equifnnent w^d 
machinery tc^s our list of skills and 
tasks on this farm. We depend on the 
tractor In all stages of producing food, 
including tilling and fertilizing the 
soil; sowing, planting, and cultivating 
the crops; cot trolling pests that attack 
the crops; and harvesting what >ne grow. 
And, without our truck, we couldn't get 
our harvest to market, so \i*e have to keep 
It In g'x^H running condl tlon. That's 
what Benita is up to over there. She's 
tuning the engine on Our Blue Bomb. 



There I Old Gerald' 



rrore. Come wi th 
to Bent ta. 



to work some 
Introduce you 



four ftlue Sofflb wilt be rc^y to ^> 
ito aiarK«t this afternoon. 






f/l^ son Mike. I'll 
mc now 'Nita, l''" going 
cultivntor. Vfes plans to 
beans this afternoon, if 01 




e 



Oo you se 1 1 your produce a 
Farmers' Market? 



tth^ 




Y*;i.. We also sell wholesale to the 
health food store and to a few restau- 
rants in town. But I like retail sales 
at the Farmers' Market best because I l 
enjoy setting up attractive displays and I 
dealing with customers. People like ma j, 
right off because I'm always smili.ig. I 
Also I can figure prices quickly ail 
accurately, and people know I deal fairly 
with them. Public relations is an j 
In^rtant skill in sales, especially for 
organic operations like this one. 



that^; 
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Well, we don't use chemical fertilizers 
or sprays for pest control. Instead %*e 
use manure and coa^st for fertilizer 
and things like wood ashes or rotenone 
for pest control. Md ours is t4ie cKily 
fdrm around here that's run by 2 fainl" 
lies, both living on It. Plu», %*e grow 
vegetables, and everybody «ilse raises 
cows. Vfe're different from the. rest of 
the f irm o:jnw»unity In ways that are 

orettv basic to the way of Jife around - m ■ ■ ^ . ^-.ff^^^r " 

h=" Folk, are soneJo.* suspicious of people -ho nate an effort 

the wav I see It, it's UP to us to convince everybody that our differences can 
be a setHo thrc«S.;unUy:-and to let everybody see that we're just like then, when 




it comes to basic values like working hard and telng honest. 




(Well, to calibrate the seeder. I make 2 adjustments on -it. First I set the size 
of »U%ening here so that only corn kerr^l can fall through at a t.^. ^^x. 
I set the diameter of the cyllndci :hat holds the corn so that the kernels will 
drop out at 8-inch intervals. ..^ 
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I 
I 



Do you have to 
calibrate the 
seeder every 
time you sow 
a different 
kind of seed? 



Yes. In fact, to know how much of anything — n^nure, lime, saeds^ 
or whatever — we should apply to the fields, we figure out the quan- 
tities per acre, Vte have to c^n^ute basic amoimts every day. And 
we use otter mith skills to run this farm, too» We keep track of 
what It costs us to produce our crcH>s so that when we sell them 
we can make enough profit to pay for our 2 hired workers, our mort 
gage on the f^rm, our taxes « and our day-to-day living needs. 




Carol, cotne with me to get 
Mike, and then up to the 
house* I'll tell you some 
fluore about the skills and 
tasks necessary for farm 
f^nage^ntiin the feltchen. 



^Bookkeeping is essential for us. We have to keep accurate 
records of the money coiring in and money going out* It 
makes it easier for us to figure out our Income taxes, 
and it h<^lps us figure out what we can afford to grow. 
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Well if we were planting that 5 acres in asparagus Instead of seeding K in corn, ^ 
we^d be putting down $300 worth of asparagus roots Instead of $50 worth of corn seed, 
^Ml make about $500 bn the corn this year. It would take 3 Years for he asparagus 
* pr.^uce a yield, but we'd make $3,000 when U did Right now. «e can't afford o 
waij 3 ye.irs for ^ return on our money. But we can jpjan to grow asparagus, maybe m 
2 years. _ 

— -nraa 



I 



I 

I 
I 



ButlthoughtN^ 
farmers were 
given a tax 
break for 
losing money. 




thi. niune/ famier-. lose cich year can be taken off their Income 
taxes, for the first 5 year.. But the k of us on th s f.rm just 
don't feeJ comfortable losing money on top of being In <lebt, so we 
^ our finance, differently from the way most fanners around here 
do. For Instance, we plan to pay ^^^'^^^^age qu.ckWj and^^ 
always buy used equipment we can pay for Instead of borrowing money 
from the bank to buy n ew eqyjproent. ^ — ' 

" 1 Wl Y 



It sounds like you have to wal 
your money pretty carefully. 



We do. And right now 2 of us have outside 
jobs to help support the farm, ^nita 
leaches English to Spanish -speaking students 
in night school, and Dick's a computer 
progrananer for \0H. 



What's cooking, Wes7 
It sure smells goodl 



^That's my homemade' 
I pea casserole. 



\ 



Come help lae set 
the table, Carol 



"So III be working up here In the office the rest of the day 
I have to send out some letters to suppliers and pay some bl 
Also, I want to look over the new catalogs we got last week. 
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53 I Come with me to the packing house. Carol. 



I J 



I 
I 
I 

8 



5 



ve seen the barn, the fields, and the office iip at tiwi house. Besides tiw packing 
house here, are there any other places where you work? 




^Weli, we have a small garage where we store some equlpfflertt? 
Vte work in the truck, on the road, and at vegetable imrkets 
and stores. Most of Our work, though. Is right here on the 
farm, rain or shine. Now all the peas are packaged. I'll 
drive Our Blue Bo<nb over here and load up. Will you tell 

Dick '^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^ 



Sure, and i M 1 say 
gCKxlbye to everyone 
else before I ride 
back to town with 
you« 



I can see lots of advantages in being an organic farmer* You're not exposed to 

quantities of toxtc chemicals ^ tf% air and water on the farm are cleaner than Ir 

and you sure get lots of exercise ant, gocKl food. Are tlwre any hazards In your 

^^iiii II - - — 



y 



/ 



/ 



Yep, 




/ 



/ 



/ 



/ 



The weather can be a hazard when It destroys your crops. And driving In the 
rain is a hazard. In fact, working around imichtnery, like tne <k>» alway:> dtsmands 
caution, ^And even olrganic pesticides can be hazardous In large qtiantltles, especiallyj 
to people who have allergies. 



r 

it sto(i{>cd raining! 
And here' 4 the 

Farneri' Market. 





/well, i <k>n't have allergies, and t really like the kii 
I of work i saw today. How could I get training to become 
Ian organic farmer? 
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^vr5^tl>lear^ ski I Is t you could work In a^ small retail 

store that buys and sells produce, or in the produce secticm of a 
stipermar^et. Vou could also learn management skills at an 
^Qfi cultural college. You can learn how to grow crops organically 
in your own garden. Working on a truck farm, youMI learn hm# 
iiTq:»ortant discipline is. 

: 5^* 




I 



I 
I 
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Farming Is not a !3-to-!S> 
job. There are long 
stretches of very boring 
work. In the sun ?n 
the rain* 

/ / 



I Kadtt'i th lught of that^, 
You *>e;enfied to l>e havinc] 
sucti a good time at 
your v^rk today • 



Our work isn*t glamorous, 
and it*s not easy, but we 
Hhaie inost tasks and 
resptmsibi I i ties, fimd we 
sure do like what do. 



J'O H 



't4 SiO N ' 



1 



M A R 6 O F' A R :M 











mi 


1 



I like It too. After schoor s over, I'xl like 
to talk to you about a job for the sumner. 



Good! 



We'll be seeing you then. 



These snow peas look delicious! How nsuch are they?. 



^1- 



r-five cents a pound, and they taste 
as they look. Try one. 



I'll takel 
3 pounds. 



JTJL 



rn have k pounds 
,of peas, please. 



How much are the^ 
gorgeous peas? 





I learned so wwch today froin^ 
••Shadowlng*'l Mow I' 11 write 
about it in Rjy "Mission 
Information" report. 




look I Peasi 
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ORGANIC TRUCK FARMER ^^^l^ 

1. Name 3 skills and tasks an organic truck farmer performs on the job, 

(1) 

(2) . 

(3) 

2. Hams 3 tools or pieces of equipnent and one on-the->Job use for each. 

(1) - 

(2) 

(3) • 



3. Name 3 math skills used on the job. 
(0 



(2)_ 
(3) 



k. Name 2 kinds of things an organic truck farmer might read. (Look on pages kS and 53- 

(1) (2) . 

5. Orqarric truck farmers use other skills that can be learned in school. 
Name 2 of them. 



(1) 



(2) 



6. Name 3 places where an organic truck fanner might be found at work. (See page 5^.) 

(1) (3) ■ 

(2) 

7. Name 3 places where a person might ^t training to tecoRie an organic truck farmer. 

(3) ^ 



(2) 



8. Vtorkinq conditions of an organic truck farmer are discussed on page 
List- Z advantages and 2 hazards. 



ADVANTAGES 



HAZARDS 



(X) 
(2) 



(2) 
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FARM CO-OP MANAGER 

I Hark: Hello, Mr. Lyons. Thank you for taking the time to talk with 

me. I know you're very busy here at Farraway Feeds and Supplies. 

■ Mr. Lyons: Oh, that's all right Nark. We are very busy selling all kinds of 

things: feeds and grains for anliaals, seeds and gariten plants, 
fertilizers, tawfi mo»«r$, coining grills, work boots and Jackets, 

■ fuel oils for hoRie heating, appliances, canning si^plles. repair 
m or replacement parts for farm equipment, and Just about anything 

you can name that would be used on the farm or In the home. 

■ FarmMay is a big a»np«iy and Has m«iy stores throughout the state. 
I Because FanmMiy Is so big, I asm buy goods in large qu<uititles 

and pass the savings on to the customer. 



Mark: That soimds like a ^lod deal! But what makes this a co-op? 

Mr. Lyons: Well, Mark, Farmway started out as a co-op more than ^0 years a^s 
when a group of farmers got together and bought a train car full 
of grain. Then each fanner took a portion and paid ^r that 
amount. Eadi time these farmers needed grain or- seeds they would 
buy In bulk and share the costs. Eventually th& co-op ^t blg^r 
and supplied more and more i terns. The farmers decided to sell 
, stock in the ccM^any and each farmer bought shares of stock. 
Today the co-op aspect of Farmway is still all ve. During the 
yea^ Farmway offers bulk buying of many dlffer^t things: paper 
products (tissues, paper towels, n^kins), fresh fruit (gra(ffifruit, 
oranges), and frozen foods ( strawberries, blueberries, pizza, 
orange Juice). Customers preorder tim merchandise and arrange 
to pick it up on a specified del I very date. 



I 
I 



Mark: So buying in bulk can pay off for the customer? 

Mr. Lyons: That's right, Mark. V^at can I tell you about next? 

Mark: You have a pretty important job here. How did you get to be a 

manager at Farmway? 

Mr. Lyons: It was easy. I lived on a farm as a youngster so I knew about 

this company. After hl^ school I got a Jc^ with Farmway driving 
a petroleum delivery truck. That was OK for a <x»up1e of years 
but I wanted more res{M)nsibi I ity, something that vfould lead to 
higher pay. So I went back to school for courses In retail 
busirmss. The Farmway company sent me to a different store 
as a trainee. During simmers and vacations i ccmtinued to take 
courses, often paid for by Farmway, sometimes paid for by me. 
The next step was as a trainee manager, which meant another move 
to a different location. Then I finally b<?»came a full raanaoer 
with a store of my own. I still continue to take courses on 
vacation time to keep up with n6w ideas in mana^^ment. I also 
have a special degree In Turf Management. That means I know 
all ab6ut lawns and landscaping and can help my customers with 

-S8 
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planning and planting or with any problems they might have. 

Haii^: Gee, I didn't icnow ycHi had to have that nuch schooling. 

Mr. Lyons: it wasn't so bad, Marlt. Sometlnirs the courses were only 

three weel^s long, scmetiines six weel^s. But they were intensive 




Now that I've jiMmkI you all about your training, I'd Itice to 
know what you do at work all day long. 

Mr. Lyons: Well, Harl^, I'm uitinaatcly responsible for everything that goes 

on in this store. l»ersonnel handling Is one of the biggest parts 
of my job. I hire employees to work In the store to stodt shelves 
and keep them clean, to rim the cash register, carry heavy bags 
to customer's cars, and price the stodc. If employees work well, 
I win encourage them to try to advance. If they don't work out 
I'm also the one who has to fire them. Advertising is another 
big part of my job. The con^smty helps n» with advertising by 
supplying me with advertising layout as much as seven months In 
advance. That way I know which products will be on sale and when 
they will be on sale. Then I cbo^e which specials to advertise 
in the newspapers and 1^ send the ads into the papers. I must 
also make sure I have^'wjugh inventory <m hand so I <fcMi't run 
out during a sale. When an item is on special, I try to give 
it a special display place in the store. I delegate this work 
to me of the store clerks, but I am the one wfK> has to say 
where it should ^ to attract the most customers. 



Mark: 



Holy cow! 



I 
I 



Mr Lyons; And that'^^ nnt aII: srmwf invwnrnry^ or st<irk »s seascM^al . One 
of my Jobs is to order merchandise or stock in advwice so that 
it's available before the seasen begins. I have summer stock 
on the shelves as early as March. By the time July is here, I 
start bringing in fall merchandise. So you see, i do a lot of 
planning on ray job. f try to keep sales volume up by offerinr, 
items my custcMaers need and want. If sales drop, I'm fn trouble 
I have to chancy the store layout or offer some special sales 
to draw custc^iers Into the store. 



59 
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Mark: Mhat«s the hardest part of your job? 

Mr Lvons: The trickiest, most difficult part of my Job is aistoi»r 
Mr. Uyons. Th^^JJ^ ^'^^ 3„ the customers ham- «J they 

buy a faulty lte«. i awst give thatii fair exchange or their 

back, So«ietI«es the custoi«r Is not rlght,but » ha^ 
to handle them carefully anyway so that they will be satisfied 
and I don't loose their business. When custodiers apply for 
credit, I am the person %*ho checks to see If they «*« 9°°^ 
risks. I must then reject or accept their credit applications. 

Mark; Do you spend most of your time In this office? 

Mr Lvons- Oh no. I don't just sit In this nice office all day. Soir^tlmBS 
Hr. Lyons. Oh no^ don ^^j^^ customers. ,Somet mes I'm on 

the trucks with the delivery workers. Some t me s I'm «^ ^^J" 
the field— checking on products we've sold, like the seeds ana 
pUnti or even anlLl feeds. I also work closely with cooperative 
extension agents In this county and we share Information each of 

:f has "arS3! Hany tl««s I attend "^^'^^J^.^^^^^^^^wtt^^^ 
the same interests: farming, planting, anything to do with 

agriculture. ^ I 



Mark: 




Now that I knoC»'what you 'do on tfie job and where you work, I d 
like to know what your tools or pieces of equlfwaent are and what 
they arc used for. 



rtr. Lyons: That's a 



little difficult. Mark. I don't have many specific tools 
for my job. Oh. I guess you could say that the telephone is one 
tool and I do use It quite often during the day. The same goes 
for my pen. I might use a cash register sometimes If the store 
gets really busy. I also have special newsletters and magazines 
Znt to ne that are helpful in my business. But I feel that my 

tools are my education and ability to 9^^»«f VllLS!!" 
pie. My schooling, especially my special degree In Turf J^fe 
Lnt. il a big asset because I need a wlcte background of knowledge 
to hilp my customers in choosi;Jg the right Items to so ve problems 
with their animals or their crops or tlwir lawns. If I <ton t 
know the answers, I must know where to get the answers. And 

60 
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getting alcMiQ with people i*> an important tool because In order 
T, for rannway to run woU. the custon.-^rs and the employees have to 

be happy and satisfied. 

Mark: Gee, Mr. Lyons, It seems like you have to know a little bit about 

everything. Hom do you do it? 

Nr. Lyons: Well, Mark, you kfiow how your teachers are always telling you to 
read? Vfeli; reading Is a big part of my Job. Along with reading 
the publications ! receive and the advert I seroe-nts I send out, I 
must also be able to read and understand receiving l.tvoices, 
freight bill of ladings (both truck and train), and charts and 
graphs. I am also responsible for filling in all kinds of forms. 
And 1 must be able to read these before I can fill them In. For 
example, I fill In payroll sheets and Insurance forms and environ- 
mental protection fbrms (to show that Farmoy compiles with 
current environmental regulatlcHis) . And sath is Inqiortant too 
because I have to understand bills and rates and also taxes. 
And knowing percentages and mark-ups helps too. 

Mark. Mr. Lyons, I have one last question. \i«iat are your working condi- 

tions like? Ai^ there any risks or hazards? 

Mr. Lyons: Vou know, Mark, I really dcm't think there are any risks or hazards. 

I have a pleasant office to ««Jrk In. The store Is heated In the 
winter and cooled In the summer. This is a clean and pleasant 
place to work. The ccHnpany supplies coffee for all the employees, 
a refrigerator to store lunches In, and a rest area where *« can 
eat or take a break. And we all get health insurance, a rctirei 
plan, and liberal vacati<Hi time. So you see, even though I have 
a lot of responsibility and a lot of different jobs in one day, 
I really like my work and enjoy doing a good job. 

Mark: Thanks for chis Interview, Mr. Lyons. You've helped me to sec 

what goes on behind the sceiwi here. You have the kind of Job 
I would like for myself In a few years. 

Mr. Lyons: It was my pleasure, Mark. Do v«ll in school and corae and see me 

when you are ready to start work. I'll see If there are any 

positions open then. Meantime you arc welcome to come Into the 
store any time as a customer. 



CO-OP MANAGER 




|]i»crib« 2 places wher« Mr. Lyons got the training he needed to becoae a Fanaway man- 
% (Look on page 58.) 



1) 



2), 



Wiat are 3 skills or on-the-job tasks which Mr. Lyons performs at Fanmmy? 
\\ ^ 



3) 



llhat are 2 plact>s where you night find Hr. Lyons at work? (See page 60.) 
13 ^ 2) , 



llhat are 3 tools or pieces of equlpiaent that Mr. Lyons uses on the job? How Is each 
used? (See p^^es 6U and 61.) 

TOOLS USES 

n ^ , ^ 

D — _ — 

^ — ^ — 



How do reading and oath skills come in handy for a farm co-op manager? (See page 61.) 

Veadlng . . .■ . „ — . 

Hath , — ^ 

Hr. Lyons talks a little about the working conditions at the co-op. What Is one of 
ib* i/tiiK.fita U€ su^nticr.n, (Luwk on p&gc 61.) 



^ 149 




2. ^ 
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SMAU. RUSINKSS OWNKR 





/fflrmm 



K 




(Ifllllil 



Ovnlng a small business 1h a big Job, you see. 

The success of the shop Is my responsibility « 

First I found a store location, put in coimters and shelves, 

Thon I ordered attractive merchandise to please my clientele. 

Talking to customers all day long takes a bit of a knack. 
And with sense hard-to-please consui^rs, I need a lot of tact- 
For the^ motto of the shop keeper is, "Tae customer is always right," 
So I try to be nice to everyone, and never get into a fight. 

Another task of mine is to train the people I hire. 

they must know merchandise and prices, to find what customers desire. 

I teach them the things that I usually do 

Like restocking shelves and taking inventory of iten^, old and new. 

If you want to open shop, what kii^ of training do you need? 

Well, you can't be a shop owner based Just on what you read. 

Thoi'gh schooling is helpful, experience is best. 

And being business minded will "feather yomr nt 'Bt/* 

Be good with nuaaaibers^'be good with people too* 

Merchandise, sales style and shop design are all li'ft up to you. 

lt*s handy ^or a shop keeper to have a variety of skills* 
Being part-tiiM! carpenter, pli^^er, and electrician will lovmr your bills. 
A shop owner la also a janitor, because a Hture must be kept clean. 
Glass cases should be free from fingerprints, so items can be seen. 

Reading is a skill you must be up to; 

This way, you'll keep up with trends and everything that's new. 
Pick up your pen for the forms youUl be filling out; 

Tax forms, order forms, and business certificates you'll have to know about 
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Mow we come Co tools, and a shop owner needs plenty: 
Assorted racks, and lota of shelves (1 have over twenty); 
A cash r«R Later or adding machine to lill obvious needs; 
Paper, file cabinets, and catalogs to give you bu^esa leads. 

Another isfiortant itew that every shop owner considers 
is a burglar alarm turned on at night to keep out unwanted visitors* 
Theft and vandallsB can coat you quite a price; 
Protection when you're not at wwrk is something mighty nice. 

Capital, if you don't already know, 

Is the most inportant tool you need to mke your business grow. 
It's the Boney that you use at first to set up shop. 
Yea, capital mearis ooney, and at first you need a lot. 

An inportant factor that will help you to succeed 
la a good shop location. It's really wht.t you *u:t.d. 
All the nerchandlse in the world may all go to waste 
If the customers you might have had could never find your place. 
That's where advertising cowes in handy; it lets the public know 
Where you are «id what you sell, as your Increased profits wy.1 show. 

Now. you may be %rondering how mudi a successful ^op owner makes. 

After seven ye«»r8 ay salary's twenty grand, but I've had 8ome>lucky breaks, 

I must admit, that in my first year, I didn't make a cent. 

The profits went into merchandise and paying aOTitlily rent. 

Obviously, a business of one's oim isn't all peaches and cream. 

Working day and night is par, aad so^tiofis money's Jean. 

But the rewards of owning one' s -r-ni business can be great, 

Espftrlally If working for aiwther Is what you hate. 

You make your own hours, decide what to sell. 

And if you're energetic and %rlse, all should go well. 
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SMALL BUSIHESS OWNER 



bn>an bui.inesa owners all work to succeed, not to flop. 
Jwen's plaue of hufjlness 1g her own 



Gw€n tells of the skills and tasks which help H«t bUslnesfi Lo grow. 
Nana*. 3 ol them now In the spaceb below. 



describes the- best training for thit, work in one word: 



The tools and equlpa«nt that Owen seeiw to need • 
Shotald be oaiaed in the apaces below. 

It shouldn't be Hard, just carefully tead. " 
Sh. mentions quite a few. so write down 3 in the s,»acea below. 



TOOLS 



1) 



Saall business o-«iers all practice reading and math, 
im the way to success, these skills help co form a path. 
In the spaces below, describe how each skill cooes in handv 
m any business from aellii^ land to selling randy. 



math 



■caUing 



Tn order to answtjr tlii» \»»t ri9»ft> 

Oescctbe Owen's working coadltlons 1« tcr«6 ot on-tne-joo ix«t^. 
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'Muriel 



mt STOCK CLtRK STORY 
Murul McCoy ^Interviews Jaaies Padern 



Yes, that^s ine. 



y 





kwed earlier to make B^Tlj^pointimint for 



Hi . I'm Hurlel McCoy. ! 

interview. You imist be l^fir* J^mes (Pactem* the managing night s»tock clerk. 



a stock clerk here for nearly thirty years* 



Thirty years 



rsT^/ia^, 



r 



you must have been my age when you started. 



Yes, yow might say I've grown with the Good Foods Coafiany. | started put 
as a part-ti MB' Stock clerk when i was a high school kid, over in the Nartln- 
vMltt store. T>«t's tlhe next town over. «ow I'm the night-crew stuck clerk 
iMinager here In Jacksan. Host people think a stock clerk Is Just a job for 
Ugh school kids—not a real Important Job, and not very %*el I paid. Maybe 
rhat»s true In some small stores, but not In a place like this where we 
serve thau««#ids of people In a day. Me have stock clerks «r«>rklng In shifts 
twenty-fbur tumrs a day. |t»* a bif Job, and iiell, iT the pay wasn't 
gecMi, I wnjidn't be tiere. 

Would you mied if i asked you soae questions about wnat a stock clerk does 
(Ki the job? 



Wouldn't mind at all. lAt i« take you on a tour of the store. I'll 
you w>at the Job's about, introduce you to some of the stock clerks, 
show yau the tools and equipment we use on the job. 



I tell 
and 



Muriel: What's this concrete landing *#e.'re standing on? Oo you work out here? 



!" 
i 



.... , 

. i _„! 4 



m 




r 



I 



Ti.i'. is the loading dock where the trucks conte in daily fran chr«e warehoubur, 
Oined by 6ood Foods. 7lic»o trucks deliver alsscit all the Itoss jell. 
Day crew $tock clerks unload these trucks and dlvi<^ the iteais according to 
which aisle they belong in. This way, eveiyihing Is rea<Jy for t*ie night 
crjw who 'pack out" the aisles. 
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VAidt dp«s "packing out" the aisles raeati? 

That means we take the cases Into the store and put the merchandise or • 
"stocJ^" on the shelves. 

What kindt> uf tools w^d equtpsent do you use to *'pack out" the aisles? 

See these low, wide crates made of rough oak? They're called "skids." 
Cases of goods coma stacked on the skids. Than we use hydraulic jacks 
to lift a1 ! the cases onto ? iuh#v»f 1 iltp this one here. 



It's called a U-boat because it s shaped like a long "U" with a handle on 
end. It's iftade of metal so that It can hold over a toi» of Merchandise. I 
has wheels' under It to make the pulling easier. It takes a lot of stamina 
tbspull f!iese heavy U-boats around. 



Does that oean that only men are hired to <k> this sort of writ? 

Oh, no. Anyone who's In good shape can handle the j<H>. U-boats are essen- 
tial in a store this size because so many, cases of stock fnust be brou^ 
onto the floor each night. A small supermarket ml^t use dollies or hand 
trucks to move the cases around. on, but a U-boat can move many more cases 
'^at once. When the U-boat Is f .'ll . »« pull It Into the store in the correct 
aisle. Then, the cases are taken off and put onto smaller carts called 
•<prt>duce flats." We use a "cutter" to ,ppen the cases and a labelling gun 
to price the I terns - 



So that's how you get the cases off the truck and onto the shelves. 
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Janesi: Well, stock clerks do a lot more too. Most of our day crew are part-time 
workers. They restock Items as needed dur{n9 the day, keep the shelves In 
order, rebuild displays, set up carriages. of stodc (wire baskets filled 
with goods for the customer to buy), and they ^o do some of the packing 
at the checkout counter. Then, of course, after a sale has ended, prices 
have to be changed. Stock clerks use a price-change cart to do this. 

Huriel: You must have full time workers to do these things too. right? 



Jamos: 



Right. All of our night crew work full time. Night stock dierks have 
quotas to fill. That means we each have to wove two hundred cases of stock 
in a night. Any stock clerk who can not keep with the quota after the 
fifst thirty days must look for another job. Night clerks also have to do 
all the stock ordering, and they must keep an inventory of what's "in stock." 
or in the store. 

Huriel: How does a stock clerk know how much to order? 



James: 



Huriel 



James 



Stock clerks must figure out how much of an Item will sell over a three- 
day period, based w» how much has sold in the past. Since we're ordering 
in ailvance, we've got to keep on our toes and use our heads to do some 
basic arithmetic on this job. 

Gee, there's more to this job than just stacking stock! If a stock clerk 
has to order merchandise as well as stack it on the shelves, then a stock 
clerk is a pretty important person around liere. 

Oh, yes. Let me take you inside. This is Jane Rosen. She spends about 
four hours In the refreshment aisle every ni^t. She's seen more bags 
'of potato chips than you'll ever see in your whole life. 




I 
I 



Muriel : 



Her job is to keep this area stocked, neat, and tidy. She orders all the 
items you see here, and she keeps an inventory of them. You see. every 
'itock clerk can do any one of the tasks I've described to you, but most 
of them specialize in one thing, or work in just une area of the store. 
Jane's responsible for this aisle, and it's a big job. 

t noticed the sign outside for a big potato chip sale. Who sets up the 
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displays here? f$ one person In charge of that? 

James: Ye^. Over there is Frank Dobfo!*. He sets up displays in the front of the 
store. He's also ttw best stad^er I've ever had. Boxes of cookies, cans 
of ve^t^ies, jars of Jam. . .he\s tacks them all up neatly and fast. 

Hurtel: If I wanted a Job here, v^at klnd^f experience wcKild you reconmend I get 
first? ' 

Janes: Vfhen people come In here for jobs, they dcm't need any experience, in 

fact, sonetlmes It's best If they've never b««n a stock clerk before. That 
way, we can train thesa to fit the store. That's called getting on-the-^job 
training. People must be ^le to read to ^t a Job l^re, so that they can 
do inventory and sake orders. And arithmetic Is useful since you have to 
Know now many items snouid go out on tne floor, ana now many items to re- 
order, tet's face It, if you can't count, you can't be a stock clerk. And 
a stock clerk has to look nice, you know, neat and clean. You can wear 
blue Jeans on the job here, as l<»ig as you \QCik neat. Safety-wise, closed 
sh<MS are a mtst, to protect feet frmn falling cans and Jars. That's pref- 
ab ly the biggest hazard here: occasional squashed toes and n^ybe a little 
pickle Juice spilled on your pants now and then. 




Muriel 



that brings me back to f-rank over there, vmen hr^k was rirst nireo, i 
thought he'd never last. He showed up on his first night in his running 
shorts and sneakers. Well, you're rwt supposed to wear sneakers on the job 
either. Same old hazard; smashed toes. I figured maybe he'd be fast on 
his feet, but not too bri^t. Vfe like people «Kho have good commrai sense. 
Sometimes I think a person who can't dress right may not be responsible or 
serious enough about the job. Vtell, I told him about the sneaker rule, and 
Frank turned out to be an ace worker. In fact, he'll be signed up under 
the union in just a few more days. 

Stock clerks who work here belong to a imion? 

Yes. After thirty dayu, if full-time stock clerks are doinq a yoc>d job, 
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Muriel: 
Jaiies: 



they cn Join th. union. If thoy do. ttay get ots of '»'^«!!' 
Icl ln.ur«,«, matomlty leave. sl<* deys. holid-ys. and f 
The union even covers e.^.loyee grievances. Th.t«jns .'■^*«"'4 
employees ^» have co^ilalnts against the r^^^T"*- ""7 
coders disabled ea^loyees. So you i'lfJ^rolL IS^llon. 

good. A -orker who's bean here six months gets '.P"'? 
Li the longer you «ork her,. ^1" l«ser your P«>;.«^''" !?"i«aied 
the suiwer. the store Is air conditioned, and In the winter It s heated. 

This job is sounding better and better by the nlnute. How's the payt 

The oav is oood too. A part-time stock clerk earns minimum wage to start. 

irJr'J^k g^ts a raise Part-time fl'I^r-'C-^ 

to 57.50 an ttour. •^ull-time stock cierKi* du even . f'"y — — *^ 

start, or $5 50 o-. night cm. And a full-time night clerk who manages 
the floor con make as much as $8-80 an hour. That's me. 

How does a person advance to a managerial or executive position? 

Well now .f I tinted, and had the ability. I could advance to almost any 
^Sl Ul^ln GoorFood;. Formal education doesn't matter too mud. for jobs 
Stthln th. store; Ifs really experience 2^,^**^^:; ' 

person Interested In managing a store would ^^^ttll! W t^S^lJ ^^^^9 I 
helpful, but It's not required by the Wanv-Actua ly. the only tningj 

fo^ihe^rw^ IndThSlul^d rur-Hle'^-ef jeitd rTo^'a^unSw 

a supemarket runs, and just bow Important a stock clerk is. 

Jan,..: Yes, my job is pretty important, and I'm happv t^re. Guess I'll keep this 
job. Besides, I have a math's paid vacatlc«i coming up'. 



Muriel 
James: 



I 
I 



ERIC 





! EMPL0YE.E5 
1 0HL7 




15S 



Can You Answer These? 

STOCK CLERK 



Describe 3 of a stock clerk's on-thu-Job skills and tasks, 



1) 

2) 
3) 




Where can stui^k clerks be found at work? 



James describes quite a few of the tools and pieces of equipment used by stock clerks 
on pages 68 and 69. Name 3 of these tools and describe one use for each. 

TOOLS USES 



What kind of training do stock clerks need? (Check on page 70.) 



How do '.stock clerks use math and reading skills tm the Job? 

i«»ath , ^ , 

reading , ^ . ■ 

Toward the end of thv. interview, Jamea describes sotbc hazards and benefits of being 
.1 stock clerk at Good Foods. Name one of each. 

hazard 

ht-n«£f it 
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TAX ASSESSOR'S AIDE 

A Tax Assessor's Aide collects and keeps track of Infonnation about 
land and buildings, or property. The information Includes size, loca- 
tion, neighborhood, and practical use of the property. The Tax Assessor 
uses this infonnatlon to figure out the value ot the property. The Tax 
Assessor then decides how much nwney. or tax. property owners should pay> 
accordinp to the value of their land and buildings. 

Tax Assessor's Aides spend about 10% of their work time in the 
field, where they gather information. But mst of on Aide's time is 
spent in an office, performing other skills and tasks. 



S^MLLS AND TASKS 



TOOLS AND EqUtPrtEWT 



Gather infomation . 

take pictures of land and 
bui Idings 

measure buildings 

write down detailed Infor- 
mation about Interiors and 
extci iot s of buildlf.js 



Organize informati<y> . 

code information according 
to standards set by tne state 



figure out square footage and 
acreage, write it on property 
record cards 

decide on exact boundaries and 
ovmership of property by read- 
incj property deeds .... 



canera 

tape measure 
paper and pen 




reference books, like 
State .*tenual for Assessofj 
and State Cost Kanual 

calculator, paper and pen 



property deeds, law b<x>ks 
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TAX ASSESSOR'S AIDE 

(contlni^d) 



SKILLS AND TASKS 



TOOLS AHD EQUiP^gWT 



Store and keep track of 
inforwation ^ 

draiNf IJiws on tax maps 



project soil conditions onto 
ta^K^maps in order to figure 
out ttie practical use of 
the land 

feed all information Into 
comput er 



Keep al I Informatlwi up-*to-^ate « 

read and file deeds which change 
hands through sale of property 

keep tax assessment rolls up-to- 
4ate (address changes, code 
chants, value changes, demoH 
itt ofis, new construction, etcQ 



Carry out all other gene ra j 

office duties. 

. — ^ — . — 

tiype and fHe copies of all 
tetters and reports 

"answer phone, greet pubUc, 
handle cc^laints 

keep accurate records of al I 
Iransdcttori^ 



tax mi^s 
(not legal 
maps, since 
they* re 
dravm using 
only 

information 
written cm 
deeds) 
en 

protractor 
««asure compass, 
property deeds 



seds), ruler, \ 
igiiwer's scale, \ 
rotractor, land \ 




land 

measure 
compass 



soil imps (show 

swampy areas. "^^"^^^^^^ 
poor drainage ir*^^7/7 

areas, slopes, etc,) engineers 

scale 

con^uter terminal, computer tape, 

keypunch machine 



records (like property deeds, deed transfers, 
tax exen^tion forms), file cabinets 

records, file cabinets 



reports, notices 
teleptone, 

outgoing personality 

records, property deeds, 
public correspondence, 
legal notices 
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TAX ASSESSOR'S AIDE 
(contlnied) 



WORK CONDI Tl QMS 



HAZARDS: Stress (f mm misunderstandings with taxpayers, lack of physical activity 
un ihc job, do9S In the field) t^^tA 

ADVANTAGES: Iteeting lots of people, steady work routine, fringe benefits (paid 
vacations, sick tlwe. personal days, health Insurance) 



! '£ APING AND MATH SKI US NEEDED OH THE JOB 

HEADING- Ability to read, understand, and Interpret the ^«"?*«"9:^'"n'.r'o^^rSJ'* 
HEADING, ^^y J .^^ ^^^j^^ ^^^^ opinions froj the state, property 

STds. law books, referen^books H ke Jtate Tr ai ning Hanu al 

Ability to calculate square f°^;^»^,^„!Sr??S' SnJS?^ S?d SSihSs of Jiasure- 
add. subtract, use algebra to solve P«*l^. and 
nient (like chains, links, and rods) Into feet and miles, plot deeds ana 

draw tax maps 



lATH: 



OTWER SKILLS NEEDED CH THE J(» 

Letter writing, public speaking, public -«»«^i«2%of 'tU?na'lS2lr''iiSerS r^^^^ 
listening to complaints from Irate taxpayers and "J* J^^"^ "^t^"^. i^i ,ocal 
Interpreting state laws to people, underst^dlng of geography, geology, ano 
history (to Interpret old landmarks) 




Reading the morning mall...* 

property tax Is $100 

Imore than it was last year! 

LThls Is like robbery II 
V ^ 




Take that 
yoti crook 




the taxes are higher this 
y«^r. S*« sorry l threw 
the paper airplane at you 
I wasn't really mad at }roi 
I Mas upset over wy taxes - 




At the Tax Assessor's office, 



T 



rR AiNIHG NEEDED 

VT Assessor's Training; ™«,th., «et.ngs of 

-"^ou^I^'/^^s^'r-s-issoci.tlon to discuss pr»b»e-s and procedure tor handl.n, 
them, to clafify the use of new fofms, new laws, and new systems of 
, assessing property Lc 
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CHART-A-QUI2 



Begin ffltlng in the chart with 3 skills and tasks and the tools or equipment 
used to carry out each one. Then cofl^iete the rest of the chart. 



I.. 

2. 

3. 



SKILLS AND TASKS 



TOOLS AND EQUIPHENT 



1, 



WORK PLACES 
2 . 



1. 
2. 



WORK CONDITIONS 



HAZARDS 


1- 


ADVANTAGES 






2. 







KINDS OF THINGS AN ASSESSOR'S Alt^ READS ON THE JOB 

2- 



1. 



MATH SKILLS NEEDED ON THE JOB 
2 . 



1. 



OTHFR ON-THF-JOR SKILLS THAT CAN BE LEARNED IN SCHOOL 

2. 



KINDS OF TRAINING 
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My roller rink Is an ineKpenslwe place to go for exercise and fun. 

All kinds of people enjoy che pi*iu«:: — wIm folk, sad yousg. 

I try, to aake this place appealing, a good business technique. 

I've hired iwny high school students, which nakes this rink unique. 

They're flexible about hours, and they're energetic too; 

They earn money while they learn, and some earn credit at school. 

Af? loanager, to keep things running smoothly and £ln«, 

I oust hire coat-check, sales, and rental staff to worit part-time. 

And rink guards who work to enforce the skating rules. 

I choose workers carefuUy; good eayloyees are as valuable as precious Jewels 




CWC CHECK 



My responsibilities Include offering music for every taste: 
Salsa, disco, and old fashioned aonge. 

alao check our suppll«s, and prevent things from going wrong. 
And 1 figure out ways to eliminate waste. 




Econorav Is important, as all managers' will agree. 
1 watch the money closely, that's called "keeping the books ^ 
And I work closely with maintenance staff who repair and ^^neverything 



often depends on the way a place looks. \^ 
If doeen't need i«uch care: 



they see. 



Since business 

Thf flcKjr itself — , , , .^^ 

Wc uMe hard Bu'ple floorboard, aiud we leave it bare. 




I My work Is varle^. Ev«ry oight, I check out each work station. 
At each spot, I find out what I need to know through conversation. 
I cover the 'ticket booth, the rental booth, the grounds, and the rink. 
^ My job has more to do with people than you might think, 
I l deal with customer complaints; 1 try to please thea all. v 
■» And first-aid skills come in handy if. someone takes a bad fall. 




This Is a huge build InR with central cooling and heat. 
Expensive stereo equipaent., and snack food for skaters to eat. 
In two years, we've wade the profit we've needed to pay 
For advertising, and to expand. It's a growing business today. 

I had to take out loans betore opening this plact. 
To start, I needed, 5(M) pairs of rental roller skates. 

This alone was a big, investnent at tremendous expense. ^„ncr rink tent 

Then there were recede, booths, benches, and pinball games, which the roller rink tent 
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Keeping the ho<,V» at « ^'l If, Zlt'TiJ, TJl'.H^^ to 

l^iinaRement and business waRazltwis help too. i set «» ,t,_„a^ « 

^^:inP vlth sk.tlng trends thtouKh o-B?"^"'^^™^ - 
Holler Skati«R Rinks Of Anerlca Is one. 

H„„. If ,o« want to know how to get » ^^f^^^^^^^^^ ^^^i,, „ hcarf. 
Study B«nag.-.ienc and" bufilneaB » high school. Talu. ttixj a 




f o. seven night, a 7^^^"^.:, ; 

One drawback is the cost ot a hl8h-|*ric«4 ^^^"^^^^ ^ 

'^''V'Z:^.^ 'fill c r« i^'^^on ca« see. 



indeed 
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ROLLER RINK OWNER / iiANAGER 

ANOTHER WHIZ OF A QUIZ 

The laanajjer of a roller rink Is resf^nsibie for ©ore thaki you might think. 
w?rite at ienst lour taaks chat you've ceaa abuuL htr&vii 
In the spaces bnlow^ let the answers apy^r. 



J) 



•0 



This rink ownnr uses many tools, and some are expensive, you know. 
fiatm at Least three ot these tools and their uses^ htire in che spaces below. 

TOOLS USES 

I) 

^) . . 

3) . 



Roller rink ludnagern coutrihute to the Am&ricaa scene of recreation. 

I'se the spaces below to name at least tv«> of the manager's work stations. 

1)_ ^ 

^> -^-^ ^ > 



>?ftl! \iV'\ ar** b^tb Thi^ j*^^- Tli*KC:ribe how in thi^ Kpan£»8 below* 

K..ith _ ^ _^ ^ 

rcoliiig 



R«4l4^r rink trnma^ers can get a 5tart on their training as 4>arly as high school days. 
Mention two ways to get the training yov\M n<^ed to help you start on your viy. 




RECRBATlOltAL llW«AyiST 



. — -I T^* « student ai Slft«*m Sclwol. 1 wlf 

Fred Hoppell, and tSm, 



nursiog:. « ,"'^™*:^TT;^r; simflse^ the variolar «e t»in» «»« 




•Mfiatlaote idio «rft easily tt^fftfntfO. mm T^^^Zxr Sc thair they l«ie»rJio«r 

iha.-. fart of 2^ SS3^wS^ 

iiietr Ma tiaU.*^ 
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I took • look aroimd the recreation room. CorettaU "tools" were stacked 1» 
dif ferLr^oraairaf the roo«: book- aftd aaga^te^ with extra large print, craft 
t^^iT g^^yam. « Pt«««. 'tha room waa ^IX lifted and * 
Sftl^^^'winis^rSit they ^aa«t all dolag the a«» thl^g. I asked Coretta 

"*^E:Sr^at.fiaf Sifereet «eeda." she e^Uiaad. "See Joseph over there. 
.._.r!r^.E:. K..4ij<«. Mrdf««ler8 is for kl4«. »o he wm»t get iovol^d In 
E^iW^t^^^'hwi: iut he low to help M^elo vlth hi. ^il'^J" 
helpliTso-eone else is «ore therapeutic than - P"^-^ ' ^ 

Chare used to be so competitive about ho« «any P^J^/f^^^^T^ «^^^,or^ing 
would cry whenever she thou^t that s«one else might ^'^iTchaTshe 
n«ter Part of the lesson she's learning through recreational therapy is chat sne 
c^^iov te^self wSile she's being productive. No« she is relaxed enough so that 
IZ TAZ ^^"eierra^d Bon while'she works. Shea's really ««Ie progress in the 
sense that she feels so iwich better about herself. 
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•IM never t?iaughtTbouL working with old people a ^>v^<,.^. .^f-d. .a. . 
see that It sure is different from working with <^hli^""' . . ^ ... 

"Oh yeB," answei^ 0>retta. "Each of these people has lived at ull life 
and has a lot to sHa«. but It takes lots pf Patience and » ^f«^f^. ^^^^ °^^,^il„ 
sensitivity to he3l» ttK;*e people find wayn to ^^--""^^tp ! ' Ju « ^tl^ 
and to make a»e .aust of their talents. Helping old people K^f w^-U CAUeri 

M 'r'^rcraU Cor..tta .nJ I n*t with PMll* O"'^;-/ ^ 

vn.r1<s tMelh.-. .15 a t«ani. TT..- therapists keep records of tlx ir Pat pronicm 
^Jr«J^. H»«a» and <fect«« «> the .t»ine. and e«fy <»mlnc <lur..,>- 
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"dally report," all at the records are raad aloud. Well, Coretta «ad Philip 
attend thase seaaloiia dally «o tliat thay km what* a ipiAg on with aach padent 
they* serve. Once In a while, rJwy mat also taka part in "case conferences" in 
which the profeaslonal staff diaeuaaea and nakea xaco«a»ndatlons about the treat- 
aent of a particular patient. 

"You really care about thaae people, don't you?" I asked. 
"Oh yea. Ihis kind of work isn't right for soneoae who just wants to nafa- 



. ^ ^ ^ m. 4 - - m ^ ^ ^^Jt ^m- — _ — ^ < H — J 4 mm^ J 

mMiKiJm A»V|k«S««.4^«|WM V-M^i* HMM»«. JkM&JLAjP w«^%a A«w«a a^%a y 



to recogalre and encourage all cLanges and Inprovenenta in each patient." 
"Do all recreational therapists work in nursing hoaes, Coretta?" 
"No, Fred. Soae work in children* a homes and hospitals, or in schools or 
caaps for the physically handicapped. Msny recreational therapists have less 
contact with their patients than I do. They night spend nost of their tlwe in 
offices designing recreational programs for various hospitals and tre;*taent cca- 
ters. Others night oboose to work In vocaticmal school or coammlty college 
claasnKMBs teaching techniques and procedures to less ejtperlen<»d recreational 
therapists or aides. If I wanted to take courses in administration, I could 
direct a therapy departacnt at a hospital, or even be a consultant for various 
hospltala." 

"But you are satisfied directing the recreational activities right here at 
the Siftown Nursing Ho«e, right?" 

"Yes air. I like being with sv patients. Getting to know then and helping 
th^ sake progress is very rewarding to «b." 

By the tiae we finished talking, it was tlae for another activity aessxOT, 
When I walked Into the recreation roon, I could hardly believe ny eyes. U>ra 
Rltt frc-s the Daring Disco Dap.ce Bsnd vas slttf.ng at the plann. JJhe %ias playing 
a real old fashioned called "The Dswn Is Breaking." I asked her what she 

was doing at the Siftown Nursing Bone. 

"1»« into using awisic to help people," she said. "I*« working on a nu&lc 
therapy degree at college, and 1 spend a few hours each »mek here with the 
patients. ThU la my "field work," or practical experience, and It's really great. 
l!ve learned teore about music therapy here than X could have learned In any 

"Is OHisic therapy a kind of recreation- 
al therapy?" I asked. 

"Yeah» Fred. As a atujiic therapist, I'd 
do th<» saiae kind of work as ajreita, but I'd 
be using nusic In all of the activities that 
'l think up. It's aiaazlng how iaportant nusic 
can be to some people who don* t talk or use 
their bodies much. Other kinds of recreatlon- 
rh'^rapy <^-»»r»r«* rh*^r^ny .%n*i Art therapy, 
\but I'm really happy with snislc therapy, and I 
lalao really enjoy working with old people. I'n 
thinking seriously about working in geriatrics 
* when 1 get out of school." 

"By this tiin«, lUa patlonr.s had iniercd 
tho room, and cvsryone was 0*1 ven a siinple 
rhythifii instruiwnt to p]ay; -laMibOurlnes , druias, 
bells, aiaracas, yoti name it. As Uora played, 
everyone else played along-. Corfitru and twf> 
Aides walked aroiaid the frbup Uappliig atti 
'•^N^ -\ helping people wlw were having trouble. Tl)e» 
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«» ftU 414 00m •Mirelm, novlns oar heads «nd tm tio the nue^c. Besides being 
te» it «M « Ustttaiiis exsrciSA. sod m msdm la phswlcel eoordlnetioa. Later, 
C»mte brmighfc o«t som umIc tioolai with the iior4« end snslc to old songs in extra 
larttt print- that's when the sing-aloog hegou. Sam people sang; others Just 



listened. Coretta described hov mich pxogrsss 
tiie last ye^t. 

a 



of har iNitients had wide durlnji 




[ 
[ 



After the sing-along was oVer, Lora told "That sure went aaoothly. It's 

not alwaya so eaay, Fred," 

"That's true." added Coretta. We've really got to be flexible here, and 
creative too. Our patients don't always Ufee wiiat we've planned for the*." 

•^t's one of the things I had to learn here-" added Lore. "If I ve planned 
a alng^alofig, and ewsryiKie wants to talk about old s<mg8 instead of singing thes, 
I've got to go along with it. Sonething |p>od lai^t cone of it, like the tlK Mrs, 
Peering started to sing old Irish scmgs for everyone, that turned into a tipuuu»tie- 
ous talent show, and 00 one even needed the piano." 

•bora's right," Ooretta said. "We can't get hung vp over our plans, we ve 
got to be flexible and patient." 

Well, by this time, my atnd was really working, I'd begun to wonder if this 
sort of work might satisfy «e, since I'd always liked older people, and I %ras the 
hottest piano player in my class. "Coretta," I asked. "How can I prepare for a 
career in the recreational therapy field?" 

"Well, since cowaunication skills are so inportant, I'd certainly recow»end 
English courses. Not only do you use reading and writing skills to coawmlcate 
wUH parii>nr«, but vou must keep records of attendance in roll books, activity 
plans to plan books'. And dally progress reports on special report sheets. You also 
use basic math to flg.ir* out the average attendance at weekly activity sessions, and 
to orde: materials yo.i'U be using with the patients. And let s see. , .background 
ifi phystraJ education and huaan anatomy cowes In handy. Bu^ if I were you, Fred, 
i'd try to get somo volunteer experience here or in a hospita] first. Tlien, It ^ 
you're still scriouR aboufc this kind or work you swulu *LuMy ^t.* l^trlr. rccroat .on 
or social services ar a cotaaunity college- After getting a degree, you U n.-ed 
three ycarft of practical eitperience before getting certififid as a recreational 
therapist or activity d»r*i:tor." \a^,ritt>A 

■■W.II. CD«tt.. t»»nlu. fox te^chUi r«. so «.h afcout your wor .. ^ 
that It t4l((ss . special Vind »f person to <lo this wc-tk, and to tell >ou the tni»h^ 
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1*4 lika to txsr ii ayseXf." 

glad to fchot, Wrmd. JX tateo eDthu9ia^» < wa» |>wao«aiity, 
imglMCloa, pSkyolcai at«»in«, and the Wod of wmtMtty tJ»t wUl help you d«^ 
vltb ottMr p«ople'« iwed5 and pttoWeaa all day long." 
*'1'b willi^ to tvy-** 

"80X1, I'm gUd to tear It. NayiM 1*11 oee you hare as a volunteer, r««d." 
"I hope so. Q9r«tca. It m&y be tiwe for ne to atart brush tttiL_uP on sM «id- 
ttM songA on the. ptfoo." 
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aUIZ YOURSELF 

(CCREAllDNM. THERAPIST 



3 of C^wtta*j» oA-ttie-jQk Mw« 



D 

2) 



On psse Fw*! descrfl** mmm of Coi»tt«S toolo. tee at Imt 3, ana ^McriHe 
lAdk la o««4. 



WH«M rroa leokc mvaA the *oo«, he flr«t sees 



Corefcta'a teoU. IHiet else does iw 



0« p.,.^, Corett. 4moxth*^ pUcea i*«re reoreeWonal Uex.pU^s can find i«rk, 
Kane Z of lhase. 



1) 



2> 



Where can rect^atlonal therapists $et the iralnln® the, noed ^ do fehair Jobs? 
looK on page 05. 



Describe how Coretta uses «oth and reading sKlXU on the Joh 



i«ath 

reading. 



besides apecial twUning and practice •.slng reading and «ath .kills, what personal 
ijuallties {ihouid rccrmt^mal t*ieci^»Mts develop? 
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(>i(^^ Beorjrpp Mi? 

Covers mij^fis! 1m?UA of flaVs\c«>ed , and 
fy^U)e leasi omouwl- of srjow 




ICS is 




I 
I 



Hwnw: Y(8*-«ieinstrvdor.VA.at kind of wox should we useoH oursKis W tViis %t 
of snow? 

&!ow*iA wetter (bndiFir^. 

Wai: I use a fcrch harf up 
I use fl torcf? hjm^t i 
-forth on wotHsen sKfe. 

f vc^- I drmi nod wax io^r Wjf 
Hal: 




(mtf use a 
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pon^ yen need bttdg^etog or ma-Hi sHiUs fei^ 



, ..^ caUl.a\(ae the Caf 

to cMLri 



OHcnaresorrcMr 
core of «Ul 

tSM see; 




Oiicr 




tJp you. Wiw Y(H«r tbmt 



onri pomtyour Ws/ 
ond ybrVw s out 
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\^ *virhe-?T»'9^'^ '^a*^^* <^ ''^^ Trees ^ Up Hns7\ 

fr;^ oi^^lT; moartiam are sViorV and scrubby becau^ec^ 

i hp wind and laci^oj^j g^^^^y : 

flur Wowfcowe >/f>u KnoW ^ Q:mch obouf Vhe land 
< gypttrM* u^? y — — ' ~T 

^ ^SJnSSihTs^ ocademic courses m winfer 
^•».eqv» bo tony and omittiology- This Knowlege makes 
fie frip fiKjre' infer esVinq fcr all of ws. And'n a^so i 
♦ • -;me when Wn \ooK\n<^ tor a \ob. *!V\oKe5 me ' 



t 



■ ;^7 4llrl„.v!r cross counhv *»ip 

iiU Boy. frat wa* 3"*^"^ ^ _ ' . . Uu. snoW lite 

^MY ^..UL ><. biaqest hazard No snow - no 

»W unless t° ^-<^^ ^o*^" ^'^""5 



□noo nD\ 



'ond Ihc wwK 15 Wleflnlr^rul 
' impo^-VanV fe My \op 

'load for^^Wy. 
cod ft* ^He &6uVy 
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Tgglly improved a \o\ daring -hip!) 



neptV- vtfe«v? — ^ 




voMhon. 6pino TEad up on 
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QUIZ YOURSELF 




•scribe bow J use math and reading for my job. 



Kame 2 kinds of training neeaeu »«- « 



1. 
2. 



1 .'.c^.l-lc ocHir»e i f m«4 helpful In aolng my tob. 
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" Apprenticeship Itaining b offered hr eadi of %ese. occiysations. 

BEST copy 4VI»liBr 
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ARCHITECTURAL DRAFTER 



Architectural drafters imrk as part of a Ceaia in the business of .construction 
flawing new plans for structures to be built, 

renovation plans for structu^ies which have ^t with sose destruction. 
To start their work, drafters us^ii sketches and '* specs,'* 
(Guidelines for buildings) fron engineers axkd architects. 
These sp ec ific ins true ticms for a building's design 
Help drafters draw plans, keeping fora, use, and tiv't lit aind. 
Xn renovation work (renewal) , a drafter's taski* are lij^ted b«low; 
Trace the oxisting plan, and use standard synliols to show 

What parts of the buildings must be added on, and which parts of the structure must go. 
All the parts of a structure are represented by lines, carefully measured for detail. 
Builders can see all the structural dis^nalons, since plans are always drawn 
8«ac^ly to scale. 




1 • 



ThoU^ dr^tm dtm on drafting film or special tracing paper, 
Aaachlne turns these Into blueprints used for flmr^r building caper. 
Urafters use engineering h«aidbooks and calculators at length 
Ite figure out a structure's ddsirtd capacity and strength. 
Drafters also suggetat the best materials for^a job. 

TO find the best at the lowest costs, they consult building catalogs. 
These materials arc then listed In a detail -?d desert"** ion- 
A drafter's blueprint is a builder's preacrlptlcm. 
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E^c BEST CQ?^ i^V^S^BLt 
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Drafters' plans guide electrlciaiw, pluwbers, and carp&nters too. 
The blueprints tell these workers hov and what to do. 
HeabriTv vS titifii cutifirructlcm teaa th«a begin to ciSEaauniCiStc. 
Exchanging ideas and opinions, they find solutions that are first rate. 




Dratters spend most of their time in quiet well-lit drafting roo«s, 
tifn4 Hiost get benefits like paid vacations and medical Insurance. 
On-the-lob hazards are stiff necks and sore backs. 

And when you're always standing on your feet, it helps to have endurance. 

Drafters work at large drawing tables with tools to xaeasure and draw. 

Adjustable triangles help thea draw angles, needed for every drafting chore. 

Drafters use geoaetry all the time,. and aust check their figures' dimensions, 

So math is too important a skill for me not to mention. 

Parallel edges and T squares help when drawing paraiiei iine^, 

itod erasable pencil is the popular tool for drawing the drafter's dcslgos. 






-in'ai^^te 
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„„U... don't al«,a i.doo« ^^^^^^^f^^^Z.^l^l'^'^^^^^^^^ " ' 

The, »ay «ant to look at and dra«^ « turc^tructlon or renovation slt«. 

LT« i^a; rit'ijrstej: « tii:"ext. and w.lc. ^cerials -UI ,uat 




, ernialn- studlCB at college ate key; 

Utor^ apprenticeship ("""'^'•e-lob) tra^ln^.^t" ^ ^..Uige degree. 

Though high school graduates bave_a ^^.''J^^,,, . 

I„ high school, iiidTr^^anything. fr«m auto«,bUea to horses 

t^^ ^"/"-liJ.T. ^^,;.*"d%nf iood. electric. «.« «t.l shop. 

After two years of mechanical drawtng, you can try a a 

From their basemeats to their rafters. 

.V.vancc™ent to " T.L'T.I)T; Z^T^X^TJ.^^^^^^^ 
And an "architect's rep" ottcn .^'J "^^^ectric or sales engineers. 

Drafters can move to jobs In f ^^^.^1^" or production over^eets. 

or tec^mical report writers f ^^^^^^f J^^^;^^^t;atlou 
.<To be an architect one day is ^^y ^l^^ ^ 

ZJ::^^^^^^ perspiration. 
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' ' ARCHITECTURAL DWkFTER: 

I \\^ MHATBOYOUWOKI 



What are 3 of an architectural drafter's work tasks? 

1. 

I, — 

3. — - 



3 of a drafter's tools or pieces of equipment , and describe how each is used. 

TOOLS 



1. 

2. 2-- 

, - 3. 



I 
I 

! 
I 

e 
I 
I 
I 
I 
I 

I 

I 

® Describe the training that architectural drafters need. 

I , 

Name 3 advancement possibilities for architectural drafters. 

I ^- 




How do architectural drafters use reading and tsath skills on the Job. 

read Ing : ^ — — — 

* 

math: . — . ■ — — ^ 



Name one advantage and one disadvantage of working as an architectural drafter, 
advan tage : _! — 



disadvantage: 



Name 2 places where architectural drafters can be found at work. 
1. ' 2. 



I 



191 



187 



ERIC 



I 
I 
I 
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
I 

B 
I 



HEAVY E^lf9€l9T OPERATOR: 

BUILDING A CAREER 

My nadie is Itenna Oebs, This is where I work: 



MvmciPW. HI6HWAY OEPARTTMENT -RWU OF PALTZ 






Tlie Hiyhway Department tdkcs care of all the equipment and property owned by the town: 
buildings, roads, sidewalks, curbs, parks, the sewage treatment plapt, the storm 
drainage system, and the water system. The people In the picture are Highway Depart- 
ment workers. I'm on the right, in the front row. I h^id just started working for the 
Highway Department when the picture was taken, two years ago. . I was a Laborer then. ^ 
Host of my work as a Laborer was outdoors, as a nianber of a team, taking care of ' 
the roads, sidewalks, and curbs. My on-the-job training included learning how to use 
mowers to cut grass beside the road, and rakes to clear away brush. I used shovels to 
dig ditches, and saws to cut up any large limbs or branches that fell on the road. I 
used hammers, screwdrivers, wrenqhcs, and ladders to put up traffic signs and traffic 
lights. In winter, I cleared away snow and Ice. I used snow shovels and rock salt. 
The city supplied all the tools and my uniforms, including gloves, a raincoat, rubber 

My wrk look lots of physical strei^ti and coordination. Sometimes I had to be 
"on call " That meant 1^ Md to come to work in the middle of the nlqht. If there was 
an emergency. I also had to be "on-call" some weekends. I didn't mind that too much, 
because I got paid double time. The main hazard In my work was minor injuries like 
cuts, scrapes, and bruises. The big advantage for mc was working outdoors. 

After a year a5 b laKnr#»r. I ant interested in learning to operate the Highway 
Ocpartn^nt's heavy equipment: the 10-ton dtm^) truck, the 5-ton roller, the backhro. 
©p.d the front end lo^H^r. Rut I didn't want to go to school to learn how to operate 
heavy equipment. You see, when I thought of going to school, I thought of reading. 
I have a lot of trouble with reading. In fact, I dropped out of high school mainly 
because so much reading was required. So I asked my foreman, Henry, about learning 
iMavy equipment operation on the job. Henry t61d me 1 was a hard worker and a good 
\ior^r. He said that he would train me on th** job to operate the town's heavy 
Muipment. That was a year <iyo. 

The first training Henry gave me was in day-to-day equipment maintenance. I had 
to check the oil and gas every morning, clean the windshields, and report any repairs 
needed. Then I learned how to do minor repairs, like brakes. (I sure got handy with 
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with a wrench, but I didn't like being in the garage so much). «ttxt. Henry told me 
about how to operate each piece of equipment. When I went alo.g to jobs with other 
equipment Operators in the Highway Department. I watched what they did, jj stened to 
what they told, me, and asked questions about what I didn't understand. After I got 
my special license (it's called a ''Class 3" license). I started driving the «^fp- 
ment myself. f 

I make more -noney now as an Equipnient Operator. I work outside most of the 
and most of my working conditions haven't changed much except that working with heavy 
equipment can be very dangerous if I don't stay alert. I still work as part o*^ a 
team for the Highway Department. I do my part by digging ditches, and P"^^*"^:"?, 
traffic signs when my help is needed. And when heavy equipment Is needed at highway 
or building construction sites, I operate it. 




Today. M«ory toU flie tMt ih«. HiahM»y Pe^BiVMt n«Kb «i¥>ther worker with pluiib- 
ffig^inb. The Department will pay for the training co^irse at the vocational school 
im N«M pAi.U. Hp said I should take the course. I told Henry I'd love to lear.i to do 
plumbing, without a training course, just the same way I'd learned to operate heavy 

"'•You're the best Equipment Operator I've ever trained. You're a very good worker 
at whatever you do. But you won't get paid any more money for your plumbing skills 
unless you take some training courses. It says so right here in the regulations book. 

I toki Henrv about how I dropped out of high school because of reading, ana ne 
sdJd. "You huvc to look at It differently. Fl/st of all. a tr.iininn rourse in 
plumbing is not like the high school courses you took. Second, you d«»erv« to be 
paid fpr what you do. M third, you should give yourself another chance .n school to 
•itudy something you're interested in." 

What Henry says makes sense, but i dun* I Knuw yi^t 
CAUrse What would yCw do? 



r e 



itil r^Un *Ut^ * *■ •% I r\ I net 
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Hanna Debs: Equipment operator 
Test Y<^»rsftl f 



Name 3 work tasks Hanna performs as an equipment operator. 

1 . 

2. . „ . — 

Name 3 pieces of equipment Hanna operates. 

1. 2. 

3. 

Why did it b&OMm important for Hanna to use reading skills? 

Hanna got her training on the job. Name one other place an equipment 
opex^tor* can get tr-aining. 

What would Hanna have to do in order to earn more money on the job? 



What did HaAna like best about her work conditions? 

f 
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Painter / Paperhanger 



Tools 
Equipm^t 



Scrapers 
Wire brushes 
Uow torch 
^Aliit reraovel 
Paint thtnnei 
Priwer 
Paint 
Varnish 
Shellac 
Halnt brushes] 
ftollATB and 

^a^rm gun 

Scalfo]uis 

in-op cl-ochK 
Face mask 



Oft -The -Job 

Covers Hffaiailingp with 

drop cloths 
Scrapes off oU paint 
Putties •r plasters 

cracks 9r hole» 
Sandpaper* fbufljh spots 

and brushes ttiem 

dean 

Primes entltf«& Atorface 
or touches spot& 
faints f Inlah pal«»t o 

t9p coat 
On new walla: 
Affiles prifl« Ooat| 

then 

Allies 1 or 2 ooats 

of paUlt 
On old walls: 

surface, 
for cracks or 
loose paint 



1 



OnThe-Job 
Skills and Ti^dts 

Siaoothes rough spots on 
walls 

Fills holes and cracks 
Reaoves grease, varnish, 

and old paint 
Applies "sizing" to walls 
(a kind of glue that 
protects the wall when 
paper is removed) 
Cut* wall paper to alae 

ooaied 
Spreads wheat' paste or 

glue oa back of paper 
Puts paper on wall 
Smoothes out paper with 
a dry brush to reaoye 
air bubbles 




Other SkiUa Needed 

Must be neat and clean. 
Must be able to talk to 
custtmeru. 



Tools and 
Equipipent 

Scissors 
Knives 
y&od roller 
Dry brush ' 
Sizing 
Wheat paste 
Cutting tabic 
Ladders 
Plaster 
Trowel 

MS 
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Painter / Paperhangcr 




MfMWte skills trades, many pQ0fil« <fcl both types 
of %iork. The different (>n-The--Job glpHls , Taskff, 
attd To»l« and Egulpaent used at each tr^B are 
listed separately next to the picture of the 
nnlnt^r or fhe i>aperhangpr , 

But since both jobs are similar in many waya* 
they she.re many characteristics. Information like 
Traini ng and Adyanceisent possibilities, V^tdLfiSft^ 



dltioTO t and (to-the-Job use of Re ading (g^ii Witi| » 
vhich 



I 



ari» the saiwe for both joh«, 
onl^onceonthlsg^ 



ar^ 11ste4 



Tramiftg 



On-the-jub: 



Start out aft a helper » and learn all the skills 
within four nr ^ Ivo years. 
Ayprenticeahip: Three years of plaMM4 activities inolwIiQg 

work «xperl«iite Bni classroom training. 

Wwfit Site 



ERIC 



Indoors or out4o<irB to nw or fi^riatiii^ buildings. 
IfoMM, offtcw. hotel* and awftatls, schools, shipyards. 

p manufacturing firms. 
Self-«npU)yed painter/papcrbangers may have own private 
of r Ices. 

Wark C<Hidiilong 

Hacards worMng inAoots tnctuda allarsic reactions to 
palot fuses. 

Ha^anie Morkioi oiii4oor5 Inclufie faUlnp, fm high 

ia<ld«r» m ft^falis* 
Adyaotaaes include a 40 himr mtk %#e«k ttith extra 

for everttet. 

iMiofi rnrkacB eans good wages an* g«x lots of fringe 
bener ICS, 



fteada work orders direct tons on palnrt cans or other 

Does eath to ampvU- c©«t ea-klMtea m^A a«90At« of |»*nt 
or paper and oihar supplies needed. 

Advancement^gsibUit^ 

Ubrtcer^ with SMeagcnent afcllity can s^iervlse and coordinate 

the antivitias «f otheta- 
VorkW skilled tn <ii»t* cao beoMie estiaators for large 

cent ract lag csnpasles. 

lye 
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PAIMTER / PAPCRHANGER 



HON MUCH DO YOU REMEMBER? 




litimc 3 of a painter's work tasks. 



Name 3 of a paperhanger* b uotk tasks. 



3. 



M. 

2. 
3, 



Nan* 3 of a painter* s tools. 

1. ^ _! 

2. 



Name 3 of a* paperhanger* s tools. 



2, 



3. 



3, 



How do painter/ paperlianger's use reading and math? 



road ing: 
«ath: 



What kind of training is required of painter/paperhangers? 



Hamond advantage and one disadvantage of working as a painter /papurhanger, 



advmtajji'.: 
dffiadvaniage : 



Wiat are some of the poK iibilitles of advancemc^nt for palnter/paperhanRors? 



0 



J 
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IEI«A ROSS, rCCHANICM. ARTIST: 
ADVERTISING B&INQ m. SCBiBS 



Hi, My name is Jerry, anc! I'ra interested in an artistic career with lots of 
advanceraeut possibilities. I talked with ray guidance counselor about what I*m 
looking for» and he suggested that I talk with a mechanical artist. So I made an 
appointment to interview Lena Ross, a mechanical artist wIk> does "layout and paste* 
yp** at a sm*f^ll lotral print shop. I didn't know anything about layout or pastc-up, 
mo X asked abiiut that first. Then I found out a lot ©ore during the Int^^rview, 

"Go, Lena, what does layout and paste-'Up actually taean?" T asked. 

"layout means arranging copy (printed words) and pictures un a piece of 
paper. Paste-up simply means pasttog the copy and pictures onto the paper. 
Layout ami paste--up Involve uMbinlng pictures and words so that they look 
attractive. My fixiished product is called "caa^ra ready copy," and a prints 
takes over where I leave off/' 

"What kind of copy arid pictures do you arrange?" 

"Well, here at the print shop, my jobs are diverse ♦ I design every thiag 
from business cards to newsletters m4 advertising flyers*" 

"Lena, I'vti been reading- about ite Harketlng and Distribution work cluster, 
which Involves advertising. How does your work fit into this work cluster?" 

"Well, 1 work to xaake copy look attractive so that people get interested 
in what clients have to say* That*s advertising, isn't it?" 

"It sux^e sounds like it to me, but I*ve never thought about it before, 
I mean, I've thought about advertising workers like photographers and copy- 
writers, but I never thought about the people who arrange i^ictures and wrds 
for magazines, for extfi^Ul,*' 

"I know. It's sort of a 'bshliia the scenes' Job. Basically, T work alone 
here with my light talil«, typivettlog aachine, and other tools." 





I 
I 
I 



I 



givu jrou 



**What do you uso your tools for?" 

"You can w/ttch me do thl?j job trom start to finish. That will 
an idea h<iw I u«e my tools to do my work* Firsts I read the 'spoc^a' ( hpe cif ic 
instr*u!tUHii* Twi. the layout) and the copy. These are both suppltd<l hy t\u^ client. 
Sometimes a drawing or photograph is included with the specs* Other tlMs/ I 
draw one or choose one frotn a special 'all occasion catalog^.* Next, I draw the 
mechanical.'* 

*'The wtchsnical?'* 

"Yes. That's the outline I'll use when laying out the pictures and the 
cjpy. Before I draw a titechanical, I must divide the paper into sectlonvS. Some- 
tia^St 1 draw borders or add designs. 1 want the words and pictures to be spaced 
well. 1 don't want them to look crowded." 

"Do you have to measurti first?" 
"(Ml /M. I use basic math skills all the clme. 
Z lack at the length of the copy^ and I divide the 
mechanical Into units called *piCAs' X choose the 
size of print that will fit into the amount of space 
available. Then, I choose the style of print that 
seems best for the job. Next, 1 use a typesetting 
machine, or 'composer.' This machine is like a 
computerized typewriter which spaces words evenly 
lu the size and style i choose. 1 use it by typing 
the words 1 want onto a special film paper. Then, 
I put the paper into a developer, see? It's 
ready for paste up now." 

"Do you use regular paste or gltie for paste** 

up?" 

"When I worked at the ad agency, T used rubber 
cement, but here £ use wax. I like It becauae it's 
sticky but easy to pull off of the mechanical if 
I see a mistake or don't like the way It looks* 
The waxing ittichlne mmita the kmt^ md applies it 
to the paper evenly." ^ 









^.^^ 



tieer the light table I Aaw contelner^ 
thet held rulers, industrial rmzofS^ com- 
pessee, protractors, triangles^ and other 
tools. I Matched Lena nee ecisaora to cue 

the printed words ««Cr so that they fit onto 
thtr ©echaalcal neatly • X noticeA that sne 
eeasui:ed carefully with a T square to nakc 
sure that the lines of print were even and 
Straight. She used a fine point ruling 
pen to 4raw a border around some of the 
Cl^y* then she read the copy carefully, 

"I do lots ot proofreading, so I 
use my reading skills a lot hero, Kakint; 
A mustake in one word can cause all kinds 
at trouble. A client may refuse to pay 
?or work with a mistake, and the print " 
Jhep gets bad pidiliclty. I've got to be 
ft'ally careful." 

"What about art and other skills?" 

"Well, It really helps if you're basically artist 1 
Stve^l^ enjoy arranging things to make them attractive. 




Cempeseir 

A nechanical artist 



Of course, after doing 
this klni of work for five years > I'Vk also d«relopi^ a ^^ood eye, ftf C^e helps 
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me center things « and line tUvm up. Developing a good eye is a skill that ccmes 
with lots oC on-the--jub practice. Since I do Biany Jobs each day, speed la 
really Importuut here. Besides tiavlng a good eye, being able to type quickly 
and accurately helps we to work quickly/* 

*'Lena, I want to enter a career field with lots of possibil:' ties lor 
advancement. Would you say that a mechanical artist has a good chance of 
advancing?" 

*'ril te^l you, Jerry, That's one of the greatest things about this type 
of work. The possibilities are endless. Mechanical artists can find work at 
print shops, newspapers, bcKik publishers, and ad agencies, to name a few places. 
You can start your career by getting on-the-job training as a paste-up assist^t 
at a large print shop or agency. As you learn new skills, you'll take on more 
layout responsibilities. You may becon^ responsible for all layout and paste-' 
up at a shop within a few years. Or you can begin training for this type of 
work at cotHnunity colleges. A cof^ilete training program lasts two years. 
Personally, as an experienced mechanical artist, X learn n-n^ skills and short*' 
cuts every day. I never stop learning at this Job." 

''l\o you have any plans for advancement » Lena?" 

"Yes. 1 want supervisory respcmslbilities. Eventually, I'd like to 
supervise the art department at an ad agency or a large print shop. I'm 
preparing myself now by meeting challenges with hard work and Imagination. 
I also read trade magazines to keep up with new developments ixi the field, 
and to find out about employment requirements and possibilities* I send a 
cover letter and resume to anployers who offer a job I'm interested in." 

"Well, you really seem to like this field. Are there any hazards or 
disadvantages to this type of work?" 

"Well, I've got to watch out for sharp objects like razors. I've been 
cut ily. And my eyes get tired doing closa work all day. Besides that, I 
spend most of my time on my feet, hunched over this light table here. It's 
tiring, and I wouldn't recoMKAd this type of work to someone with a back 
problem." 

"But it's a clean, well-lisht«4 work place, isn't it?" 

"Yes, a.id I really afiprecia^e paid holidays, s^.ck time, and medical 
insurance hexe. But caost of all, I love this work berause every job is dlf-- 
ferent and challenging. X never get bored lw»e« And the pride I take in my 
work makes me feel good about myself. i\ turn pictures and words into an 
attractive prrniuct. f do my best and I'm gwd at my work. That's rewarding 
to me." 

"Cee, Lena, I've learned a lot today. Thanks. Do you know of any place 
that's looking for a j^aste^ip assistant?" 

"Try Broadmoy PrUitin^, You can earn while you learn there, if they're 
Mring. Gtod locl|." 

"TlMniui eteln." 
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MECHWICAL ARTIST: 
WHAT DO YOU KNOW? 



ttefUe: Uyout: 

p«St«-up: , ^ . 

\fmm» 3 «f • iMfchnnical artist's on-the-job tasks. 

1. ^ „ 

2. _ . 

3. „ ' . . 

dame 3 io»lt or piece* oi •quipmant that Lena uses on the job, and descrlbt? how each la 



used. TOOLS USES 

I, * 1. 

Z. „ 2. 

3. 3. 



■ How do mtjrhanical ai^iflta use reading and math skills at work? 

■ r««4ings _ . 

Dascribe 2L ways *f giti. ing the tr.ilning needed to be a mechanical artist. 

■ 2- 

■ Nme 3 oIscm where a ncchanlcai artist might work. 

3L» 2. _ ^ ^ ^' ~ 

■ MhBfc are Z a4v«icer.u>nL fosslb^lities for n y,ond wiM hanlfal arr. 1st? 

■ X. „ 2.^_ _ 

H flaae one benefit and «»ne on-the-job ha^ar^ that Lena mentions when she talks about 

■ kMirking oondit{oMB> 

Benent: haaard: 

202 

ERIC 198 



^0 PARTS SALESWORIUKS 




Me sMill replaacotent parts and accessories for vehicles of all kinds, 

Xocluding cat*, trucks, tractors, and boats. So we really use our minds. 

We must be familiar with tlie parts stocked li. our store. 

So we do Inventory. When we* re out of something, we order more. 

We use farts catalogs, and tune-up "specs," and refer to lists of prices. 

He also keep records of the sales we make, and use the following devices: 

Hhen auto service stations need work done on flywheels or brake drums. 

We use Hcrewdrl»r«rs, ifrftnchos, and laihes. So you see. wc can't be all thumbs. 

When an auto part la not in stock, we might substitute another. 

Using micrometers which measure very well. 

Me use hand trucks to help us stock the shelves, and wrapping paper for items we nell. 

We also use spark plug testers, and machines to rivet brakes. 

Fan belt measurers and calipers; while ^asuring, we can't afford mistakes. 

Ue fll*^ technical bulletins and update catalogs, so we must know how to read, 
icing patient and pol '-te with customer:; is another skill we need. 
We use aiath often foi measuring parts; and to figure bills, %#e add. 

It's interesting work. We meet all kinds of folk, and working cotwlitiona aren't bad. 

The stort; Is clean and well lighted, and there's always plenty to learn. 

Anu thtmgh ya must often work 50 hours a week, that means overtime pay we can earn. 

In auto parts sales, there's so much to do with parts, books, vehicles, and people too. 

v)ne disadvantage to thi« work in long Jiours <5f standing. 

And sometimes customers get impatient and very demanding. 

We also have to spend some tliae each week "housec leaning" with a broom. 

But this helps us to know tut- store bett«?r, and gives u» mtue wuik room. 
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And there are Jobs for auto parts salesworkers all over the nat;ioo 
At wholesale shops and retail stores. 

Stores with automotive departments,- auto dealers, and n»re. 
In a city, you might work for a truck or bus line. 
Or a warehouse parts distributor might suit you fine. 

For this work, it helps to be familiar with the uses of auto parts. 
Courses in auto mechanics, and w^rk on your o%m car are good training starts 




* Your shop may also sponsor a course in sales skTTls and attitudes. ^ 
This is important at any sales job, because you'll lose customers if you 
ftualness math comes in handy, and bookkeeping can help you advance. 
And even if the first few months, you just deliver stock. 
With sales skill and know-how, you'll have a chance 
To manage an auto parts department, or a whole auto parts store. 
Or he an on-the-road 3«lesworker selling to garages dour-to-door. 
nutting really familiar with this work takes a year or two, 
ttut auto parts saleswork has a g"od future. 
And It Just mlKht bo right for you. 



re rude. 
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AUTO PARTS SALESWORKER: 
QUIZ YOURSELF 



What are acme oi the on-the-job and tasks practiced by auto parta sales- 

workers? 




1. 



3. 



2. 



4. 



What are some of the tools or pieces of equipment that auto parts salcsworkers 
use on th<» job? Nawc one use fur each. 



TOOLS 



USES 



1. 
2. 
3. 



I. 
2. 

3. 



Name two places where auto parts salesworkers can be found at work, 

1. 2. 

Where can auto parts salesworkers get the training they need? 



DeiKrlbe htiw auto parts salesworkers use math and^, reading skills on the Job. 



math : 



Hum one on-th«r^l> hazard and anu advantage of thi-s type of work, 
liazAfd: . . 

advantage' : , - - 



,nt's out- pos«5ibiUty of advannrocnt for auto partfi KaU'Sworkors? 
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ADVERTIS I NO COPYWRITER 



Writes the wu 
c.llcntB. 



rds for advert is.jments which h^lp sell productr, and services of 



(IN-THK-.10B TASKS 

r.et« an assignment directly from client or through the account executive (ompluy.^ 
by the ad agency to work cloaely with clients). 

Finds out'what image the client wants to project, and ^-^^^^f ^^^^^/^^^ iTt.a 
about pot:ential customers. Since different groups f. f ^P^^/^^,^;'^^ 
•ittricted to dlff*-rent advertising techniques, the Idea la to write an 
: d ha appLi' to the group of people likely to buy the I te« or 

servlc So«e advertising copywriters specialise ^" ^^^^^^5^^"^^^^" 
at product or in appealing to one group of people, such as young laen 

between the agea of 15-25, , ^ people?" 

Thinks about the product or service to be advertised. How does ncip p p 

"Why is It needed?" ahout this 

Keeps eye« and ear« open to find new and interesting ways to tell about this 

Trl.s toTinrth. "big idea" that will get people excited enough to buy the 

product . 
Decides what to say In ad. 

Writta manv "ar«its," dilfcrcnt wayH to present thli» laea. 

to convince th« account executive that your Ideas are good. 
Work'i up a storyboard with artists' pictures ana scripts. 
Times scripts to make sure they arc not too long. 



"5> 
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Library vullcU "iniorjaatlon retrieval syatein," founii In buslnesti libraries 

(IhiH Bvsteni contains Intonaatlon about products and Induatrless. ) 
Kile Ind-ex for information retrieval tsystero 
Microfilm, iai€-.roC Ichu 
Magaxln**s, books , ad catalORS 
Slldi's 

Typewriter 

Stopwatch to t Imt spoken ads or conHnerclals 

Photoa of models used In casting for different comnurclals 

Video equipment for casting commercials 

Kesutne and a portfolio of written work 




fite Index 




Topi 



W(7KK PLAa:s 

Ad agency offices pay highest salaricK and include work tn many other work 

places such as: .0 

offices of clients, 

business libraries, 

meetings out of town. 
{)epartnH*nt stores, 
oumularturlng companies, and 

shupplnji centers also hire advertising copywriters to write their own ads. 
Free \nnc.t' copywriters nuxy write at home. 

TKAININ(; Ki'KDnfi 

(oU.'Kt* ae^rei' tu liberal arta, bu?<lness, or Engllnh 

special ct.UtKu V l;:sscs in copy writlng'or advertltiing and iuark*:tlnR 

REAI)1N(. ^Sti MATH USED ON JOB 
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Ueads lor Ideati: 

magazines, books, microfilm, microfiche, library docutatnts .inn other ads 
Uses math li* tlm*; ads and conaaercials 
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UTHKK SKIU-S NEKPEU ON TltK .lOB 

Writing, with special attention to graoanar ami spelling 
IfflAgl nation 
Sales ability 
fenthusiasoi 

Ability to mua deadlines under pressure 



ADVANCEMENT POSSIBIUTIKS 



Account executive (work^i c 
Gjpy chief 
Advertising manager 



WORK CONDITIONS 



Afl vantages: 



lZlV.l"ZZ\TJ^'o^^>^r», u^ually Ir- pleasan. office .ar.ounUf.g. 
M"dVcol insurance, vacation and sick time benefit, are available to 
non-free lance advertlslnR copywriters 

""^Sv'tt^ln; deaailJes cause a pres.ured work ...v.ronment an.1 often, 

IrreK^lar work hours 




COPYWRITER QUIZ 



I 
I 
I 
I 



H Mame 3 skills and on-the-job tasks of an advertising ^opywrlt 
1. 

I - 





3. 



^ame 4 tools or pieces .:f equipment that advertising copywriters use on the job. 



1., 

3v 



2. 

4. 



(lame J places where advertising copywriters may be found at work. 



I 
I 
I 
I 
I 
I 

I 

Jj^^arne ont> advantage and one disadvantage of working as a copywriter. 



L 



Ot'scribe thf training needed by an advertising copywriter. 



^am' 3 Important skills needed by advertising copywriters. 



3. 



advantage: 



di advantage: 



Mh^L ace aotae of an advertising copywriter's chances for advanceiaenf 



I 
I 
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CLERGY MEMBER: MINISTER 



Hello, are you Reverend March? I'm Kaxen Palen. 

Hello, Karen. Yes, I'm the Reverend but you can call we Mr. March. 

OK, Mr. March. Thanks for seeing we. I retlly appreciate it when 
adults are willing to answer questions I have about their jobsi^ 1 
think 1 explained that I need this Information to help toe with some 
workbook activities I'm doixrg In school. 

Well, why don't you Just £.tart by asking «fte some of those questions 
you have on your note pad? 




OK, I kn^kAh^t Lttis Is a public aervlS«1o^rbut why? What do you 
do on the job? 

Well, ray job is a public service because 1 take care of the spiritual 
and taoral needs of my congregation. A congregation is a group of peo- 
ple who coBic together to worship. I conduct the weekly worship servici 
and special services like laarriages. funerals, baptisias, and consiiunior. 
I spend a lot of time talking with people. 1 visit the sick in hospit. 
and at hoo^. 1 also visit and comfort families who have lost loved oni 
I counHcl church members or others who come to me with problems or 
difficulties. I also plan end write ray sermons. I write a monthly 
column fcr the church newsletter, and I oft.m write a colintm for the 
local newspaper- 

Wow. you must really keep busy. 1 notice you have three walls full 
of books. That's quite a library. Do you read a lot? 
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Rev, March: 



Karen : 
Uev. March; 



\aren : 
Rev. March: 



Karen: 



Rev- March; 



Karen : 
Rev. JUirch; 



I read whenever I can. 1 use vhat I read to help mt prepare »y 
senaous or counsel those who co»e to roe needing help. As I*a reading* 
1 guesis you could say l*m also studying, because I reaember what I've 
read and use it to help me in ray work. 

Wcmld^^ou say books ^.re your tools? 

Oh yes, Karen. And these boc '5 include theology (the study of God), 
histories, dictionaries, curriculum bonks, contemporary novels, news- 
papers, magasinea, and especially the Bible. Some- other tools I use 
are a coaaiiuilon set, my robes or vestaents for church services, bap- 
tismal font, pulpit, and hyaaa books. 

Mr. March, could you tell ae a little about what you wear? 

Well, Karen, for son^t congregations the robes or vestwsnts are very 
important and would be used at all services without fail. In other 
congxegatloas they are not so Important and would be used only on - 
special occasions. Most of the tiae I just wear a suit and white 
collar for the church service. In sc^ areas, like big cities, I 
might wear a collar more oMen. That way I*d be known as a minister 
when I ent to hospitals or homes on visits. 

Would you say that the church building, hospitals, and huraea are 
your work places? 

Yea, Karen. Ministers work in more places than you think. For instance 
I think of the church classrooms and the office here as being work 
places. Oh, and sometimes I attend meetings with other clergy members 
or coamnmity groups at restaurants or the town hall, and I think of 
those as work places, too. Other ministers work in missions overseas 
or as chaplains in the armed forces. And some teach in colleges or 
at stffliinarles, 

. . . - of trainlntt to become a minister? 

Yes. Atter I graduated from a four-year college, I attended a 
theological seminary for three years. At the seminary, I learned 
about the Bible, and how to be a minister. My seminary studies 
Inc luded one year of oo-the-lob traiothg under the supervision 
of an experienced minister. 



I 



Karen : 



Rev* March: 



Karen: 
Rev, March: 



Mr, March, how did you first decide to go Into the ministry? 

^*fe\l, Karen, T decided In a roundabout way. t had always gone to church 
and participated In church activities when I was a yoimgster. Aiid 
1 have a few relatives who are clergy s^^ers. But during high 
school I had a real liking for science and majored in science %#heo 
I went to college* 1 got a degree in chesdLstry and went to wprk for 
private industry* I a^t wy wife %rhile attending college^ and after 
rraduation* we got aarried and both work^. Although 
we both enjoyed our work« something seemed to be missing. 

So wrhat did you do about it? 

Well, after five years working as a ch»ist, I decided I wanted to 
go back to school. I felt a special calling to join the ministry^ 
so I decided to go to th«ilogical seminary. A th^logical scsiinary 
is a special school for ministers. Hy wife was a tremendous emotional 
support at this tirc. She continued to work^and I was able to devote 
all my time to studying. I spent three years at theological seminary 
and then spent one extra year working to earn a masters degree. , Then 
I was ready to minister to my own congregation.. 




area: How do ministers get placed at a church? 

i-v. M^icch: Well, the seminary has a placement office that keeps a listing 

of churrhes that need mailsters. Then, it's just a matter of sotting 
up interviews and visiting with the different church cotigregations. 
ThM j^ou wait imtlX a congregation offers you a posltl^ which you 
dmciie* ia accept. 



ev. March: 
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How long do ministers stay In 'one place? 

Well, Karen, there Is some moving aroisid, and l*ve known ministers who 
havfc stayed In a place tor only two years. Then there are ralniatera 
who stay In one place for 28 years. There is no average length of 
time, ai^ soiat fl»v«aent from congregation to congregation helps keep 
you ftm ^Mina in a rut. 

Mr, March, wiiat iK>uld you say your working conditions are like? 
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Rev; March; 



Karen: 



Rev, Iterch; 



Karen: 



Rev. March: 



Karen : 



Rev. March: 



Karen : 

Rev. March; 
Karen : 



The working coudltioi : here are pleasant. Since I'm a model for my 
conjugation. 1 try to be a loving, ^flpj^ P««^ f iot'^f ame 
have a great deal of tl«e to read and study. I spend a lot of time 
talking with people. espcciaUy -hen 1 counsel and when 1 « 
meetings. But the hours are often long and i"^"^;^^/,^^" ^ "^'^ 
an avenge- week:. I'm on call all the tl««, .J .^J^^,, 

meetings to attend, so I'm not home. Sometimes this is dilflcult 

for w tamily. 

Your Job seems very demanding, but you're supported by the congregatio, 
nren't you? 

Yea the church provides a home for me and my family. In some other 
Cheches a car wiuld be provided also. A minister' a salary is Ion. 
but the things supplied by the church sometimes make up for that. 
wilL social ser^ces are performed, such as marriages or funerals, 
the fanily Involved might gi^e the minister a money present. 

U sounds to me like It takes a special kind P««o« * 
minister: someone who cares more about people than about money. 

That's right. Karen. And you know, even after ministers retire, 
they remain Ictlve by helping out as guest ministers for Aearby 
churches. It's a way of life, not just a Jnb. 

I have Just two more questions. I know that reading iu a big 
necessity. But how Important la math, and what other academic 

skills do you use? 

The math is necessary because I use it ^^j^!*'- 
But you're right. Reading is still most in^rtant. A3 for other 
skills well. T think public speaking and writing may be two major 
fkms'urei on this ^ol a lot. 1 have to be able speak well 
in front of my congregation and in committees as ^^1^" 
got to be an understanding person. Being a good listener might be 
the most lo^ortant skill of all. 

Well Mr. March, you really have given me a lot of information and 
i^^iihrlnt^ whit It's like being a minister. Thank you very much. 

I'm glad I could be of help, Karen. So long now. 

Goodbye. Mr. March. 





I 

I CLERGY QUIZ 




Name 3 of the acrvicea that clergy aeabers perform for their congregations. 

i. -- ~ — — — 

21 • __ l-L -T i - I I' ^ I I « I" I I . ■ I • ■ ip^— 

3. — — ~ — ~ 



Whac are 3 tools that Reverend March uses on the job? 

1. 2- 

Mame 3 places where a clergy meaber might be found at work. 
1, 2. 3, 



What kind of training prepared Reverend March for the ministry? 



How do clergy mead>ers use reading and math skills on the job? 

reading : — 

nath: — ~ " 



Besides reading and math, what other skills or personal qualities do clergy timbers 
use on the job? 



Na« on. benefit, and one dtaadvaotnge that co-es along »lth being a clergy -e-ber. 
benef it : dlB*lvantage : 
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SOME FACTS ABOUT EMPLOYMENT COUNSELORS 



Ei^Ioyment counselors keep up-to-date Information about the local, 
state, and natlcmai Job laarkets. Their work includes finding out about 
fobs and comiain lea ting, what they know to others. They know about job 
availability, the education and training needed for ioba, and the sal- 
aries, benefits, outlook, .and work conditions of dlffer^t occupations, 
they keep their information up-to-date by reading reference books, news- 
papers, magazines, and go>^maeat publications. They also talk on the 
phone regularly to local employers, and stmetines they visit employers' 
wcrk sites. 



Esqiloyraent counselors use the information they gather to help people 
(coimseU'es) plan, prepare for, and find work for which they are best 
suited. They mist be able to relate easily and well to all kinds of 
psKjple. It's also Important that they can understand points of view 
which may be very different from their own. ^layi^nt counselors 
must he floxible in their dealings with people. 

When m^lsjrers need to fill Job openings quickly, ^loyn^nt 
counselors hsve co make quick decisions based on their research and 
on their intmltiMi. It is important that both employers and coun- 
flf^loeK trust employ«»nt cotmselors* ludgei^nts about the "right per- 
son for the right Job." The outline on the next page shotrs how em- 
ployment counselors go about puttiif]g the "right person In the right 
job." 
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!<ORE FACTS ABOUT EMPLOYMENT COUNSELORS 

To help counaelees find satisfying work, employment counselors 

A. Interview counselees. 

1. Explain ,the Job-finding services available at the employ- 
ment agency. , , ^ ^ 

2. Find out what kind of help the counselees are looking for. 

3. Find out how counaelees approach problem solving. 

4. Discuss the counselees' personalities. Interests, skills 
they think they have, skills they think need strengthening. 

B. Test counselees. 

1. Give interest and aptitude tests. 

2. Score aad interpret tests. 

C. Research counselees. , . . ^ 

1 Obtain records of counselees' training and work experience, 
2. Contact counselees' fonser eoployers, usually by tclepJwne. 

D. Offer guidance to \:oun8elees. 

1. Help counselees evaluate their abUities and interests. 

2. Help counselees decide for thems'ilves on the best career 
plans for them. ^ 

3. Help counselees prepare their resumes. 

E. Refer counselees to employers. 

To help employers find satisfactory workers, employment counselors 
A. Talk on the telephone to ci^loycrs. 

1. Find out about job openings ei!q»loycra have. 

2. Find out about job openings et^loyera expect to have. 

3. Find out what kinds of workers the eaqjloyers prefer. 
Suggest appropriate counselees to £111 job openings. 

1. Send counselees' resuar& to <a^loyers. 

2. Arrange ewployer-counselee interviews. 



B. 



Other Important skills for employment counselors are writing reports 
and organizing information. 
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STILL MORE FACTS ABOUT EMPLOYMENT COUNSELORS 

EnployisenC counselors work for prlvatfi agencies, for private 
Industry, cr for tax-supported agencies. Depending on the %rork 
place, eaployaent couhaelors* training requlresieats ♦ advancement 
possibilities, and working conditions are different. The chart 
on the next page slKnm the differences. 








s 
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THE CHART BELOW SHOWS SO^iF. IMPORTANT DIFFERENCES AMONG: 



WORK PLACES** 

Private eiaployaent agi?ncle8. 



TRAINING NEEDFD 

High school* 

About three sioaths of formal 

instruction^ 
Sales experience can be helpful. 



AnVANfFMFNT 



WORK roNDiTinr^s 



After about five years of on- Highly cowpetltive, 
the-job experlencet counselors Salary is on coimlsslon. 



with Initiative and ability 
can expect to earn more money. 
Counselors may set up their own 
agencies. 



Overtime «ay be necessary* 
Depending on slse of agency, 
there may be health insur- 
ance* pension plans, paid 
vacations^ sick leave* 



Private industry, B.A. in one of the following: 

sociology, psychology, or 
educaticmal guldmice and 
counseling* 



After several years of on-thc-^ 
Job experience, counselors 
willing to give up working 
directly with counselees can 
advance to supervisory or ad- 
ministrative work* 



Assistance lt<m a secretarial 
staff* 

Paid vacations, sick leave, 
pension plans, insurance 

coverage ^ 
lUtle or overt ime. 



Tax-supported agencies* 
For example: public 
employment agencies, 
COTmiunlty agencies, 
prisons, training 
schools for delin- 
quent youth, mental 
hospitals. Veterans 
Administration, 
Bureau of Indian 
Affairs* 
Colleges and Universities. 



M.A* in one of the following: 
social wrk, personnel work, 
psychology, guidance and 
counseling, or public admin- 
istration. 

Must paP6 qualifying exam, 
and sometimes a Civil Ser- 
vice Exam, before urorklng 
in any tax-supported agency. 



After several year« of on-thc*» 
Job experience, counselors 
willing to give up working 
directly with counselees can 
advance to supervisory or 
administrative work* 



Assistance from a secretarial 
staff. 

Paid vacations, sick leave, 
pension plans, insurance 
coverage. 

IJttle ox no ovijrtlm'. 



**EaplQy»ent counselors do ,«o«t of their work in well-lighted, wull^heatcd (ur air condlr.ion.d) offlcea. Some Lmpluym^nt 
Counselors vlatt emiiloyerH at their work Bites. 
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E^rLOY^ENT COUNSELOR: 
QUIZ 



Nas» 4 of an eoqployiaent counselor's uotk tasks. 

I. 

2: ^ 

3. 

4. 




i tools or pieces of equipmeat which enployi^mt counselors use on the Job. 
Ir 2. 3. 

Na»e 3 different places where e^]^iaent counselors can be found at work. 

^ 

2. ^ 

3. 



How do training requireocnts differ tor employm^t counselors working at private 
and at tax supported agencies? 

private: tax supported; 



What are 3 f^killn which employv^it counselors practice on the Job? 
1. 

2-^ , 

3. 



Describe an employment counselor* & iMrk conditlcms. 



Name the fdvanctanent possibilities for employment counselors working at private and 
tax supported agencies. 

t 

private , ^ ^ ^ . 

tax .supported: . — — ~ 
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KAREN FRYE. A PARALEGAL WITH INITIATIVE 



HI, My name is Karen Frye, and I work as a paralegal at Legal Services in 
Powell City. Legal Services Is an organizacion chat represents people who can't 
afford to pay private lawyers. People ccwsmi to L€^al Services for help with 
landlord probl^», weiifare paym^t problesm. Job discrimination problems, and 
even narriage problems. They know that they can depend on us for help. We're 
an important coamiunity service. \ f 

\ I 



Land lord - 
Tenanf 

MeeHng 




A Jot of my work ili like a lawyer^ worK, Of courst^Tnr don' t have the back- 
ground or training that a lawyer has> aid I don't go to court* But I do represent 
cllentu at pretrial hear lags , and that's where mrniy cases are actually settled* 
Some of my work tasks are secretarial^ too. I work In my office with a phone, 
appointment calendar t reference books, legal documents, and file cabinets which 
are filled with useful information- I also work at the library, at people's 
homes, and at community centers* By doing legal representation and clerical work, 
I help people in the comsmmity directly. I help than indirectly^ too^ by getting 
lots of routine p,jpcr work out of the way for lawyers. 

When clients call for help, I set up Interviews with them so that I can 
Learn about their problems. Sois^times, I visit people in their homes to Ret a first 
hand look at f ow tViey live* I talk with a lawyer about each case, and we decide 
how can be »^ ost helpful. 

Wi>rkinp. on a vh^^ requires special preparation. I take- notes on the history 
of the casr^ and then I rosearrh similar raseB. I also prepare to represent my 
» liMit by tcvic-wlng the* general procedures I should follow during the hearing. 
I hen, I'm ready to speak for my client at the pretrial h<farlng. 

Helping people has always been important to me, and lawyers and paralegals 
work toK^ther on this. We not only help people who ctnae to us with specific 
prc^blem^-, but wo also offer workshop?^ to help everyone In the rommunity learn 
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about things like welfare or landlord^tenant relations. Since I like working 
directly wiUi people, representing clients and taking part in coaaaunlty workshops 
are my favorite parts of being a paralegal. But lots of »y responslbllit 
include clerical work like organizing and filing documents arid mailt or adding 
inserts (revisions) to our files as laws change^ or preparing routine forms like 
tax returns or inheritance papers, and even ordering office supplies. 

You taiow, even though I never liked school too muchp Vvb always been a reader. 
Why, as long as 1 can remeadier, l*ve always been Invol^d with books: adventures, 
biographies, science? fiction, you name it. And to tell you the truth*, reading 
sure comes in handy on the Job here. I use a legal dictionary and a law ency- 
clopedia CO look up legal words or terms, ^d I refer to consmaer manuals and 
law books otten. Of course, when I started this job, 1 wasn^t familiar with ^st 
of the legal terms or ^procedures that I use all the time now* You wuldn't 
believe how much I^ve learned by reading on my o%mI But even though reading is 
an in^ortant skill on this Job, l^^say that The most im|>ortant .skill I've devel- 
oped is INITIATIVE. Initiative is ^ the willingness and ability to start things, and 
to do what needs to be done without waiting to be'^told. M course ^ I have to follc?!^? 
directions too, .but no one tCt^ ma exactly how to spend, my ti«ie« I research 
thoroughly and do good work because mjr^ clients depend on me* For me, initiative 
means taking whatever stej^^i^ nacessary to do my Job yell, and using my own 
judgement too* I use JS^ping skill/ ^v^^hfe Job too, ^d math skills for figuring 
out welfare budgets g^d rents. . * 




I hope all thls^talk aUoiit skills hasn* t .scared you away« You don't need a 
foiir-vear college degree to^begin wrk as a paralegal* Some two-year colleges 
offer special programs designed to prepare students to be paralegals. But partlc^ 
Ipatlon in a special college program for paralegals is not the only way to prepare 
fur this sort of work. Graduates from im>at two-year college programs are eligible 
to apply for paralegal wrk. AxkI if youWe^evcr gone to colle'^e, but h*ivn a / 
high school diploma and lots of comminity work experience, you may also be eligible 
for the job. 

You know, when 1 first started vrarkiag here, I didn't know much about the Job 
at all, riud uvliitci did AloeiL or Hyra, the other paralegals wl>o had Just been hired. 
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During the first %ieek, we were all sent to North Mltchtown tot a week of training. 
During the training course, we learned about the kinds of things that we'd be 
responsible for an paralegals. After that» It wab up to each of us to take initi- 
ative, and to learn as much as {Msaible on the job, 

I've been working hfre for three years now» and I've learned quite a bit about 
the legal world, ^pnd about syself too. I've learned a lot about what I like to 
do, and what I don't like to do. I know that my strengths Involve working directly 
with people. Albert and Myra have learned about their strengths too. Albert is 
now the law office sianager. He makes sure that things rim smoothly, and he's 
responsible for managing time schedules* for making appointo^^ts, mid for delegating 
other clerical u^k to Kyra ami tc. Meanwhile. Myra's specialty has become 
"matrlmonlals." She haxhlles all the legal aspects of marriages and divorces. So 
you see^^^wlth experience, it's not hard to specialise and advance as a paralegal. We 
get pay raises every year, and many paralegals also belong to a /union. This union 
distributes an official paralegal's newsletter which informs us of various legal 
programs and employmait opportimivles in firm all over tiie country. To tell ^rou 
the truth, I've considered finding wjrk with a private legal firm for more mcmey, 
but the work I do here at Legal Service:, involves lots of direct contact with 
people who are really in need. I like feeling that I'm contributing to an important 
public service. • 

Even though I like my work, I'll tell you, it has 
Its difficulties. Probably the hardest part Is 
learning not to take VK>rk hoiE^, When I first started 
working here, I didn't know my limits* So after 
helping people with serious legal probl^is all 
day long, [ also took paper work home with me. 
Soon, I was feeling "burned out." I didn't have 
*»nergy for anything olne, not even volleyball o 
soccer practice. I talked with Albert and Myra 
about It, and found i\\sit they were feeling just 
as run^dovm as I was. We call it "paralegal 
burnout, and it comes from trying too hard. 
We want to help people to gain more control over 
their lives, but we've also got to make sure we 
have time for our own llve<>* That was a hard 
lesson for me to learn. Now* I make sure I do 
all I can during the working day^ and then I 
come back with a fresh outlook in the morning. 
And you know, t think f 'n more productive this 
way. 

As far as benefits go, we paralegals all earn go<Kl vacations, sick time, and 
hospital Insurance. And we can take uI^)aid maternity or educational leave without 
losing our jobs. Besides all that, paralegal work is just a good way tu learn 
about lots of different kinds of people and the American legal systra. I feel 
prepared for many different types of work now that I've got experience in clerical 
work, research, and public relations, /jad that's a benefit* But for me, the 
greatest benefit is that the initiative 1 take on tte job «fcays with me when I'm 
not wrklng* It's a great f^ieling to loiow that I can start things. I have a lot 
more confidence in myself than I ever have before. In fact, last imsnth, I started 
thi: livHt women's soccer team in Powell Cltyl 
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PARALEGAL; 



^ QUIZ WHIZ 



Nanie^3 of a paralegal's work tasks. 



1. 

2.. 

3. 



iame A tc^ls or pieces of equipxaont used by paralegals on the Job. 

2. 



4. 



>fhere do paralegals do their work? 



;iow do paralegals use reading and math skills on the Job? 

« 

read Ing ; ^ . 

niath : — " 



Name a personal skill that's iiBportant for paralegals to develop. 



What kind of training is required tf par«legals^ 



- Name one advantage and one disadvantage «of paralegal work. 
advantag«»^. , , — — — . — 



Ui»advantagt>: 



I What are so»e of the possibilities of advancement for a paralegall 
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OFFSET PRESS OPERATOR: 

tf/jacn TRAPIMZO REPORTS TO WORK 



Margie: 

Frank: 
Margie : 

Frank: 



Hi Sargle Tiaplnzo and f - reporting for «rk. Elta Maauel called « 

ye«erS.rto «, S..t I gPt the epprentlceshtp position. 

Have a seat. Hargle. «lco« to the crew. H, n.^ Frank Reynolds. 

Margie. «e were very l-pre»ed -i*/-^;;:iS,rer a^S'^^lcX i^SU 
of work hid ao-e expo»«e to lour- 

As for your eaqperieace, we w*e v ' *,^„«v mmerlence Isn't 

nallam and art In high schooi. But to %VjiteJ^«^J: ^^^J^f 
Bometnins we look for in an wr«itice. a lot 

train someone who's new to the business ^^^^^^^ ""*t?,*2*'^t:«i to 
of experience to fit -r^- Sa^i^is the'Say'L^t ^le1«.xn 
learn as you go along. On-the-job "^^^.^/^choolT^ people 

this trade 5*«>«gh there are ^^^^^r^ing and «ath 

roMft S'^SS- find tuiil^Tn ^itS copy. it»s i«P--tant th.t 

the^rkSfh^^e can do enough »ath to estimate the costs of Printing 
jobs and to order iMterialB. Judging from your interview and resume, 
you'll have no problem with these skills. 



Margie: 
Frank: 



Margie: 
Prank: 



Margie; 
Frank: 



What will ! be doing here? 

One advantage of learning in a 
small shop is that you can learn 
to do everything, fro» taking 
cust<»iers' orders to ruaning 
the press. Since it's a 
small print shop, we train 
our people to do everything. 
You see. In wost big printing 
agencies, an employee Is 
expected to do Just one 
task, forever and always. 



I get a chance to do a lot wo 




everything* 



So 

"Kvprvthina" means taking customers' orders, estimating the cost of jobs, 
orS ^re^ and ^lies from companies, using the typeset and 
headli^r machines, doing layout and paste-up, f^'^nJi^lL p^allid 

-l-lJi^^^^^^^^^ 

repairing the machinery in the shop. 

wow! tou mean everyone here can do aU that? Do you think I can do all 
that? 

Yes. everyone here can do all that. And you will too, once you've c«vl«tc 
your ar-prencicesnxp^ wfia*.uAu» *^ — ^ ^ . 
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Margie: What will I be doing here? 

Frank: Uell, we' 11 start you aa a press operator. You'll probably work with the 
press for about four to six immths. 

Margie: That sounds a little better. I thoi%ht you'd teach me everything all at 
once. 

Frank: No, one thing at a time. There's plenty of tine and room for advancement 
in this buslnesB. We start you at a beginner's jwisitlon. As you becone 
' conflder: and skilled, you'll «ove on to nore craaplicated tasks. After 
a three year apprenticeship here, you «ay be qualified to laanage a ssall 
print shop yourself. How, come with oc. I'll Introduce you to Hellie. 

Margie: Nellie? 

Frank: Nellie's our offset press. 
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Mnrgie: 

Frank: 



Margie; 
Frank: 



You said 1*11' have to maintain and repair ttellle. Does she break dovn oftoa' 

No. But iDachlnes can be teoperaaental » like people. Unlortuaately, 
working in a print shop means hi^h pressure, with deadlines to meet and 
cuatoaers to please. Machines don't always want to co-operate. They have 
to be adjusted and clean«td and oiled. The nore conscientious you are about 
nalntalnljig Nellie, the leas apt she'll be to break down or foul up on you 
when you're In the middle of a Job. 

What kinds of things can wrong with h^? 

All kinds. I'll explain the whole process to you. Then you'll see what 
I mean. This is a plate. We uae two kinds of plates here: SKstal pi'ates 
and paper plates. The plate has the exact image on it that you %rant ^n 
the finished printed copy. The plata is bendable to fit onto the press. 
After you put the plate on the press, check the ink and the water solution 
to make sure you have enough of both to do the Job. Tlien run the aachlne. 
The image will be tran&fered from the plate to a rubber blanket on the 
press. The rubber blanket will transfer the image to the paper. If there 
is too much ink and not Plough wat<n: going onto the plate and rubber blan- 
ket, the entire blanket will come out black and the copy will come out all 
black, too. If there is too much water and not enough ink, the ink won't 
take to the blanket and your copy will come out blank or very blurry. 
When the amounts are j ist right, the ink sticks only to the image that gets 
transfered to the paper. 



V 




Frank: 



Kargle : 
Frank: 



Margie: 
Frank: 



I understand. The water and ink don't mix. The water keeps the ink from 
aticklag to the ruhher blanket where there are no words or iaagea. 

That's right. Next you're ready for the paper. Paper coaea in different 
weights. The weight of the paper means the thickness. Find out the weight 
of the paper and how man; coplM you need to run off. Next adjust the alr-^ 
flow of the press to the paper wel^t. The airflow pulls the paper 
through the press. Airflow works like auction. If the flow isn t adjusted 
to the paper weight, the press wiU pull more than one sheet of paper through 
at a time. As the paper gets pulled through the press, it comes in contact 
with the rubber blanket, which printu the Imiige onto it. 

So most of the adjustjsents are made before you start to print. 

Right, but as you run the press, you may find that suddenly your is 
getting blurry or the machine is taking more than one piece of papet at a 
time. Then you shut down the machine and check the airflow or ink fountain 
or water solution. Another thing 1 should mention is the weather. 

the weather? What's that got to do with printing? 

A lot. The thickness of the ink, and the oU that lubricates the ^^^^^ 
«r« both affected by the temperature and humidity. ^G«ieraUy 
oU and the ink have to be thinned a little wh«i it's cold outside. ^ a 
hot day you have the opposite probl«»: everything gets a ^hln. 
I'll explain- how to fix these problems when they come up. How. 1 11 take 
care of any B«chanical problems that require tools, until you really under- 
stand how this machine works. We keep all the tools together at the work 
bench. That way everyone in the shop can use them. mkI everyone knows whert 
they are. 
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Margie; 
Frank: 



How 



long does It take for the Ink on the printed paper to dry? 



That's a good question. It depends on how aaich ink SPea onto the Pffie- 
With a page that has a lot of bold print or large Inked-ln 
takes a »Aile to dry. In fact, soaetlaes as the pages S^t printed, ^ 
have to feed a blank sheet of paper between each page so th^t the pages 
don't smear one another. Once a page gets aaeared. It a worthless. 



largie: 
Frank*. 

Margie: 
Frank: 



So the Ink is permanent? 

Right. It's penwaent on paper and very difficult to get out of clothing. 
That brings me to another point. 

What's that? 

Don't wear your good clothes here. There aren't «any hajarda this Job, 

ruI^lng'clotL la one. Do wear co-fortable 
standing on your feet Host of the day. Ml of our i»achlne« have 
devices on the. to cut down on accidents that could happen. 8^*^ » 
to be alert at all tim^ so that accld«»ts won't happen, /".^j^** 
priiiting agencies, the noise froa th^ machines is so great that the 
Lt weSrl^s li their ears. But in a s«ai shop like ^hls one you won t 
find that a problem. The advantages to this job are greater ^h^^^e dis- 
advantages. You' re learning a skill. And since printing la still very 
much a growing business, you can get a job in «»st any city or town in the 
country; There's plenty of room for advance^t In this field, and the pay 
is^d See A've fLishad your apprenticeship, you'll go on union ^ges 
The^lon pay siarts at about six doUars an hour, It goes «P ^™ 
But for me the biggest advantage to the Job is that in a 
this, you get experience working on every aspect of a project fro« start to 
finish. It's rewarding. 
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Hargle: 



Margie: 
Frank: 

Margie: 
Frafik: 



1 like that Idea, ayself. It's easier for ne to take pride in wy wrK %rtien 
I know I've taken part in rfvery atep along the way. So, once the pages are 
printed, what happens next? 

That's righti I still have to explain to you about the inaintenancc of these 
machines. We uae a blanket wash to clean Nellie. You aust always clean 
the machine when you change colors. If you always use the sam^ color ink, 
the nachine needs to be cleaned every three days. You see, the ink gets 
a little gtaiky an' gunny after a while. Then Ic start to bui'^d up. 
Cleaning the machine is one of the noat Important naintenance stepa. Other 
important steps are: oiling the nachine regularly end changing the rubber 
blanket about every three months. Sonetimes it needs to be changed more 
often. All these things c«mcribate to quality work. If the work we pro- 
duce is of high quality, then our customers come back. That's what keeps 
us in business. 

Well, Margie, I think I'm gping to let you go for lunch now. When you cone 
back, I'll show you how to oil the machine, and then you can see old Nellie 
in acticm. 

Thanks, Mr. Reynolds. What wUl my twurs be here at the print shop? 

Eight to four- thirty, with an hour off for lunch. Once in a while you nay 
have to work overtime;. But that only happens %rt»en there's a big Job that 
has to be finished. 

So I'll see ^u in an hour. 

Sure thing, Margie. 
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OFFSET PRESS OPERATOR: 
QUIZ YOURSELF 




Name 3 skills and taska that an offset press operator would perform at work in 
a small shop. 



I. 



HOW is working at a 8»aU print shop different fro» working at a large printing 



agency i 



A plrces of equipment or parts of an offset press which a press operator mx»t 



Name A plrces ot equ 
be able to use 



L. 
J. 



2.. 
4. 



Naou 



r i of an offset press operator's maintenance tasks. 



I- 



i. 



P«»crlt>« t wa/« of setttf« tn* training needed to becoate an offset press operator, 

%^ . , ' . " ' ^ — ' — ' ^ 



li«a'on« ailvane^iMt p«i.ilillHiy wha t:o^:M an apprenticeship 

At a mwmii print sliop. 
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Leroy An^s^ Telephone Trainee 



Hy name Leroy Asges. l<ast month I graduated £roa high school and next 
weekt I'll Clnlah ay three-week, telephone operator traintng program- That 
means I can start working here at the Cimcord Telephone Coi^pany full-- time, 
A3 a trainee, I learn by reading training books and then I test myself to see 
how much I've learned. I also use a aodel "toll cord board** to practice 
what I We learned froa reading* 

At the toll cord board* X practice helping custo^rs who don't know how 
to dial, or who need help in csnergencies* I also practice helping 
customers to complete long distance calls they can't dial direct. ^Person-- 
to-person," "reverse charge," "credit card," and "pay phone" calls art* 



e^ia^ples of calls which customers can't dial directly 




One thing I like about the training program ia that I get paid a salary 
while I'm learning. Another thing 1 like about ay training is that I can learn 
at my own pace. 1 don* t have to wait for other trainees to catch up before 
1 can practice on the toll cord board or start reading the next training book. 
Besides that, service asslst^ts are always around to help out» They explain 
thinga to the trainees, and help us out by playing the part of the rustomerH 
when we practice on the toll cord board* After listening to mc practice, a 
.service assistant can suggest ways to li^irove* After 1 complete my training, 
service assistants will continue to suggest ways I can Improve at my work by 
listening in on calls I eake. Also, they'll be on hand to help nie with calls 
when I need it. It's really important for telephone operators to be able 
work under close supervision* 
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Sofec skills needed by telep^Kinc operators arc speaking clearly, being 
courteous, alert » fast at their wrk, on tliae, and regular in attendance. 
Right now I'm learning how to record Information about every call 1 take 
by marking the right spaces on computer cards. Custc^r billing and coiapany 
records are handled by n coi^uter, so I*m really careful to mark the card 
without a mistake. Accuracy is another very important skill for telephone 
operators. 

Telephone operators don't have to c^e^rlze how much to charge for every 
call they process. But they must know how to read the Bulletins ^ which list 
the rates or costs of all kinds of telephone callsi. BuX letlns also give 
operators directions for sending telephone calls to their destinations. 
Getting to know the codes and 8yB4>ols used in Bulletins is part of my training. 




eveiy day of the year. So operators don't usually yotk a 9-5^ five-days- 

a-week schedule* Every operator's wrk schedule varies, so that everybody 

workb a late night or early morning shift now and then. I like that 

idea, myself. Operators also get periodic rest breaks at work and get paid 

at the rate of double- time-and-a-half when they work on holidays like Christmas 

and Thanksgiving. And part-time work is available for telephone operators, too. 

As a telephone operator, I'll be doing all my wrk seated at ^ the toll cord 
board in a clean, well- lighted room. In a few years, the toll cord board will 
be replaced by a "console," which will automatically figure out and record 
charges for calls and automatically route them. 



I ItHl take tvwvx operators to handle wor^ calls when the console la used» 

■ Telephone operatc»r^ wtni't have to bt^ out ol Jubs» though. They can advance 

to other posltaons In the Omcord Teleplwne Ct^pany, using the Upgraded Ttanafet 

■ System* 

V I can plan to use the Upgraded Transfer System now. It works like this: 

^ aCter l*ve been working as a telephone operator for six oKsnths^ I can apply for 

I other positions in the company. When there's a vacancy » 1*11 be interviei^d 

• for the position, Jf I'a qualified^ I'll get the job* 

■ If I need to get loote training to becoiKi qualified lor a Job In the 

■ company* I can use the company* s Tuition Plan, The company will help aie pay 
for "business-related" training that will help me advance co other positions. 

m TyplKfgt accountings ppychology, ahd English are Just a few of the many courses 

■ the Concord Telephone Company considers ''business related*'* 

Although telephone company employees do the s^me type of work day after day, 
I and must always %mrk according to strict instructions, there are plenty of advan- 

■ tages for telephone company employees. Paid holidays, vacations, health plans, 
retlreitrnt and disability plans, savings plans, and sick leave are some of them. 

■ What I like best ab\>ut working for the telephone company tlwugh, is being 

■ encouraged to advanre in my career « That's wliat training to become a teleplione 
operator is ail about for me* Last month T graduated from high school, next ireek 

_ I'll be *4 full-time telephone operator, and next year^ — IMI be on my way to 

I career advancement! 



4? 
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TELEPHONE OPERATOR: 
TEST YOURSELF 



Name 4 skilla and/or tasks of a ttleptJ^ operator, 
1. 2. 



3. 



Name 3 tools or pieces of equip«ent used by telephone operators.' How is each used? 

TOOLS VSES 



U_ : . i-- 

2. ^ 2.. 

3. 3-- 



How does a telephone operator use reading skills on the Job? 



How can a telephone operator advance to a higher paying position' 



I 
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Describe a telephone operator's 


schedule and work conditions. 


^ 






Describe the training needed to 


becoBie a telephone operator. 





I 
I 

I 

I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
I 
I 



COMPUTER 
SYSTEMS AMALYST 




m looking fot- 



'Yes, T*ve beerT expecting yo-x! 
Data, the syst^s analyst here 
(Creative Computer Consultants] 

iwrlte and teat prograns for conputer* 



I 




Right! CCC subcontracts 
)rk f ran large corpocations 
' tnat need help 

. working with 
|thelr computers. 
But can you tellj 
we ... /' 



Not lust aiyr worki T design only 
software.' Sofiwr« means programs. 1 
the directliins that tell a computer! 
how-«to solve a prohlaa. (Ilardware 
means the romputer tt selt » and^ al] 
Us mechanical parts. 

. 



/ 



11 've always 
wanted to 
Imow what thoBP 
words laeant , but 
I've never had 
the time to 
find ^utsi ' 



[Don ' t worry , T understand. Peopl^ 
In yoiXL position rarely have the 
[time for such details, l*m im-- 
iprtissed that you're Interostod, 




iRe..-How do you design software 
computers? What tools do you use' 




I 
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fii^nd about bOl of my time at tnis cerm^inal. 
This i.s where I write and tc«t programs. Al 
telephone connects the terminal to a ccmi-| 
puter. I dial the computer's code on^- 
phone. Then the phone transmit b the 
mvHsa^on back and forth from computer] 
I to terminal. I also use pens, penciln^^ 
I and scisbors/ ^ 238 





I 
I 



fPlease Iwye a seat* I %«nt to write perfect programs 
I for computers. When a program la perfect,^ the ctwputer 
iglves back only correct tnfoinwtlon. When I . think a 
|progrcm of wine is perfect, T write up the docuraeu^ 
\ tat ion for the program. 



Docun^eutatlon Is tv^ thin^^ 

a technical manual (written ^ 
that any systems analyst cany^ 

understand the In^eKpal 
make-up of the program) 

and a user's manual whtcj 
explains to the useri 
-how to get correct 
answers from the 
computer « 



ell me about the 
documentat ion • 



[What If the c(»puter, 
doesn^t give the 
[correct answer?, 



ise take^ your coat 
jentyT That means 
That^s part of our contract^^ 




off. Make yourself comfortable. CCC otters ongoing support^ 
s that if there's a bug (mistake) in the syst^, we'll tiry 



Who draws up the contract? 




ly cjllent and I draw up the contract 

need good m^th skills because T estimate 
he, cost of the job. The cost is deter- 
mined by the time it will take CC C to 
cc^plete our work and by 
the nature of the program 
ray client wants* Once we 
agree on a price, we both 
sign the contract. 
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^Tell me*^. how did 
^ you get CO be a 
l(sy^C€^s analyst? 
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Gh^ I assure you, I'm highly qualified* I attendal four years of college 
where I studied computer science and mathoiatlcs. Computer science 
claesett K^ve sie the opportunitv to learn hcn^ to use cos^utets and 
terminals a» well as to eKperltnent with different programs. 



That's classrooiR training; 
what about on-^che^^job training r 




( 



So tell me... how are reading and vriting important to your work? 



Both are espential. I must read the manual for each computer, l work with so 
that I can design the prograa correctly. I must also do a lot of reading to 
keep up on all the neveat findings In the computer field. Writing is also 
important, beoause when I write up the docinsentatlon for a prograa Vve 
designed, I must be able to write very technical infonaatioo clearly and] 
afj sljaply as possible. A laanual which can't be understood Is oaelesal 



ERIC 





c 



Hbb. How's the pay ae a systeau analyst? 



- - ' ^^^^^^ 

It depends on where you work. It may range bett^en ten and sixty \ 
thousand dollars a year. And* a benefit of working here at CCC Is 
that we enployees get a share of the profits as well as a salary* 
But there are other aspects » besides the pay, which make the Job 
worthwhile for me. The job is hazard free. I don^t even w^rry 
about getting my hands dirty* It's never tK>ring, because I work 
for new people al l the time* Sraietimes I even travel to interes- 
ting places to meist clients. But 
the work can get hectic, and I 
mist work long hours when there are 
dc^adllnes to meet. 




I see. Listen, can you 
tell me where there^s 
a bathroom on this 
floor? I mnt to 
wash up before 
I get back to work. 




What do you mean "get back to work?" X thought you were Bob Lai 
re to dlsctiss a contract on a new program for your QBM conputcr; 



/Are you kidding? I*m Milton Fitch. I'm a new Janitor In the 
I building t T was on ray lunch break and s topped in here to ask 
I you wh^re the employee's cafeteria ia.^y^ ^ j 



Tho bathrooB is next door, and the cafeteria Is at the end of_ 
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SYSTEMS ANALYST 

HOW MTICH DO YOU REHEMBBR? 



1) Ray Data designs coaputer software « What is software? What is terdware? 
software: . . . - , 



hardware : 



2> Besides pens ^ pencils, and scissorst what are Ray's tim msc important tools 
or pieces of equipment? 



3) Describe a systems analyst's work place. 



4) How does Ray use math» reading, and writing skills on the job? 

math: , 

reading ^ 

writing: 



5) . What*kind of training prepared Kay for his work as a systems analyst? 

school : ^—..^ 

on-tbe- J ob _ .^ ^ . , 

6) MaiDe one advantage and one disadvantage to Ray's wrk. 

advantage : , * ^ , , , , 

disadvantage: [ ,. , . 



7) Systems analysts can make lots of ©oney, depending on where they \K^tk. What's 
the range of salaries which can be earned by systesss analysts? 

From I ^ ^ to $ 



i 
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I 




rfinoer 



a. 
S 
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MlCKl UNS: KmRONMEMTAL Cd^SERVATIOM LABORER 



HI thare. Hy nane is Micki Une. I'a * laborer at the regional office 
of the Departdient of FteviroiiMkcnral Conservation. I ItiA the outdoors and, 
luckily, that's where I work »ost of the ti«e. I have to be prepared to work 
In all kinds of weather. I am eaployed as a seasonal worker, which is a little 
different than a penianent worker. As « seasonal, I get ^Htched around to 
different work places at different tines of the year, 4ep«»<iing on »*at work 
needs to be done. If I becaae a peraanent worker. I* d be in one place all the 
tine or doing just one type of work. Aa you B»y have guessed, 1 like doing 
different things at work. I get bored doing Just one thing over and over. So 
this type of work suits ms. fine. 




m^chea in the pouring rain. Once I had to help fight a forest fire up on the 
^Mmtaln. In the winter I plow snow from the roadways here at the regional 
©ffice. I*ve auved and repaired office furniture. And I've cleared brush and 
cut trees aroimd fences and on for^t roads and trails. * Hy work is so varied, that 
I have to be prepared to do alsost anything. Hy background id in plumbing repairs. 
I took the BOCES training course in plmbing during high school and whenever 
any plumbing repairs are need^, I do th^. 

Take a look at all of the tools here. I'm pr<^ to say that I have a good 
working knowledge of each of these hand tools and saall power tools. I use then 
oo the job all the tlae. The regional office of the Ot^partroot of Environmental 
Conservation supplies thes^ tools when I need thea. Soae of the haaA tools I 
use are hanaers, sws, screw drivers, paint brustes, wrenches, shovels, picks, 
axes, rakes, iuies, hand trucks, and many store. Some of the small power tools I 
use are lawn cowers, chain saws. Jig 8«fs, sanders, and nany others. 




I 
I 



Th« working hazards Include the d«ig«r of falllAs trees, or injured ears. 
Safety regulations here require that all laborers imar hard hata while working 
on construction Jobs^ and ear pli«s ifhilA. uaixig chain saws or^other loud eqjiii 
meet. 



I 
I 
I 



1, and ^r pli^s iAIUl using chaj 
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Mow when I was In high school^ T didn^t like the reading we had to do — 
novels^ poe&a, essays, and things like that. But now I'm glad I stuck it out* 
Reading Is very inqportant at this job. I have to read directions so that I 
know Imw to put thlngH together* I also have to read work orders to know where 
I'll be vKirklug and what my tasks will be. Math is iiqwrtant ao^ times, too* 
I need to figure out how many tours I We %rarked each week in order to fill out 
my tbne card. Besides simple addition, I have to figure out ratios when I fill 
the chain saw with a gas and oil mixture* I also have to get along with people. 
Tt*s important that I can answer any questions they might ask me when I*xn out 
in the field, because I*& d i:t:pi.e(»i£uti&i.lv«i ul the DeiM&rtn^nt of Environmental 
Conservation, And the most isq;>ortant skill 1 use is cramon sense. C«n»on 
sense helps me figure out how to do things that I We never had experience 
with before* 

ThlH region includes seven counties* That's a pretty large area to cover <. 
So I sometijnes have to travel quite a distance to do my Job. The average work 
day is from 8:30 AM to 5 PM with a half-hour for lunch. Once in a while 1 
might have to work longer. Th«i I get paid the overtime rate. But that's 
pretty unusual. When I started out here I worked for the minimis wage. After 
only a few TOUths, my bosses saw that t could work well, so I was given 
a raise. *:ow X can lm>k forward to raises usually on a yearly basis. 

Right now I*& taking a special class to learn to drive large trucks. When 
I pass the teat, 1^11 be able to drive the big trucks used by the Conservation 
Depart^nt. The Department of EnviriKmental Conservation encour^es all eaq)loyees 
to keep going back to school. 'Hie more skills we learn, tha better it is for us. 
These skills can lead to getting a higher paid position here or at any of the 
other regional offices. This jypk,^%ceal advantage to working here. And there 
are lots of chances for advancement. From laborer, I can advance to a 
maintenance assistant, equipment operator/ truck driver, or to operations 
or field supervisor. Each of these Jobs requires more skill and experience 
than mine does. I*m working co advance, and I feel like I We got a real 
exciting future. 
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ENVIROi^rCnTAL COHSERVATION LABORER 



QUIZ 



s 



Mlckl*8 %#otk taskfj are varied. Mw three of these tasks ixt the spaces below. 



3. 



Uace two hand tools and two power tools that Micki uses on the job. 

Hand tools: 1..^^, . . . 2. 

Power tools: I. . 



2. 



As a »easond! worker, Mlckl works at several different wrk places throughout the 
voar. .icscribe three of these work places In the spaces below. 



2, 



3. 



Describe tvow an o«Vlron»ental conservation laborer uses math and reading skills 
OS th» job. 



(nath: 



Tf^'td lop, • 



llhat kind of tcalniaft hap«d Micki 4» prepare Ut h«f Jsb? 



Ham one on-the-job huard and one advantage of Nicki's type of work. 

Hasaard! ^ , , ^ — 

advai^ga.' • . ^ 



Itaaa &asim pssslbiUiids cf advBftce^i for mtr^m^tmi eonacrvaiion taboms. 
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EARTH SCIENCE TEAOIER 



S 



I teach earth science to five groups of students a day. 

And the renard of seeing students leam Is as la^rtant to ae as the pay. 

I help students learn about the structure of this earth » 

Its place in the universe, and earth's history since its birth. ^ 

I teach respect for this planet's resources, a topic called "conservation. 

And ^ try to excite kids about the natural beauty abundant across the nation. 

Soto other topldB I teach are *'«lnerals,** "astronoay," and "weather." 

And since both "seasons" and "time" depend on the earth's aoveaent, 

I teach these two topics together. 

Mhen thfc school year begins, I plsn lessons, and order the materials I'll use: 
Fila», mineral samples, and oodels of caves and aountains 
Are soae of the teaching tools I choose. 

I describe each new topic, and I aicovrage qi^stions, * Please aak. 
Helping students understand what I'm teaching ia a very important task. 
1 lecture. I draw diagrams and write words on the board. 
And then I check each student's work so that no one is ignored. 

I want students to do sK^re than Just liaten to ae, so I do more than just blab. 
We go outside for earth and sky observation, and do eiqmriments ^.n the lab. 
I introduce new words and ideas before I teach a lab subject. 
Aad I give out supplies so studcmts can practice using 

Beakers, thermometers, bunson burners, scales, and other scientific objects. 




I make up lab experiments and tests, and then I grade them too. 
And I put together groups of rocks for sai^>le mineral kits. 
I help students with special projects or problw after school. 
1 enjoy this, but discipline problems sometimes tax my wits. 
When a student interrupts the class, acting like a clown, 
£ try to cool my Lei^t, «iid t-La thfc whole class down. 
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Many of my teaching akills are things I learned in school. 

I use oath for figuring proportions and e<|uatio«i8, and I read a lot, as a rule: 

Text books, lab instructions, «ap8 and graphs of the 9e& and land- 

My personality skills inelude patience, and flexibility with «y plans. 

It*8 iaportant to be able to cotplain new ideas one step at a time. 

And to know what each student is capable of. 

Soae kids need lots of special help; others work alone. Just fine. 





My interest in earth science started thv ae 'when I was a chil< 
I was curious about the world around «e, and I loved all things that grew wi 
But before I taught science, I was a aechanical ^gineer. 

Then the fact that I wanted to work with people and the earth becane very clear. 

Though I had soiie college training, Vd newer gotten a degree. 

So I tock acience and education courses for years at night, you ,sto. 

Then, after teaching earth science for .a few years, I went for lay masters degree. 

Even though I've earned ay M.S., education's an on-golng thing with me. 

During the long suaner vacation that sost teachers earn, 

I take science courses in the field, ay favorite place tp learn. 

The courses I take help »e teach with eijthusiasa. ..«M„ro«iiind chassis. 

It's easy to get excited about caves after a suaaaer exploring underground cnasins 



I nork In the field, in classrooaa, and in experiocntal labs. 
Variety at work is one of the things that £eels ri^t 
About this job of teaching science, titiich for »e is prime. 
Besides high school, earth science teachers can teach adult ed. 
Or with a oasters degree, at Junior college, part time. 
I can't imagine aore fulfilling work than teaching, but... 
Teaching jobs are hard to find now; school budgets are being cut 



courses at night. 



The benefits at this job include hospital and dental insurance plans. 
Sick ti«e, and personal time, and chances to advance 
To a school which pays better salaries, or is in a better location. 
Or, if you're talented in aanagearait, maybe a job in administration. 
But an advantage to this job which really helps ne feel ay worth 
Is watching students get excited about studying the earth. 
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EARTH SCIENCE TEACHER: 
TEST YOUf^LF 



What are 3 on-the-job tasks of an earth aclence teacher? 
1, 



Name A tools or pieces of equlpi^t an eartli science teacher might use on the Job. 
1. 3. 



What kind of training will prepare someone to teach earth science? 



I 

I 
I 
I 
I 
I 
I 
I 

I 
I 

I 

I 

I 

H What's one possibility of advancement in the tcachlxxg field? 

I 
I 

I 
I 




Name 3 places where an earth science teacher can be foimd at work. 
I. 2. 3. 



How da eartH science teachers use reading and math skills on the Job? 
readiuK^ math: ^ 



What other skills are lienor tant for success as an earth science teacher? 



Mame one benefit and one disadvantage that comes along with working In the teaching 
Held. 



benefit: 



d is. id vantage: 
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jessica ^ldridge 
solm research engineer 




Hal: Hello. IV« Hal Auams, a scudens: in the Work Experience Program at 
Uptown High School. I have an appointment with Jessica Eldrldge 
to talk about what I'll be doing as a lab asslatsni here at 
Sol-Produclci. 

IfcSKlca: Hello. Hal. I'm .Jessica. I'm a solar research engineer. I'U be 
your supervisor while you » re here at Sol-Products. 

Hal: I'm ta^ier to learn about the work done here, especially the work 
I • 1 1 he doing. 



I 



ERIC 



252 



248 



Jessica: I sure do like your enthusiasa. Here's a drawing of a alople solar 



heating aysten nmufactured by Sol-Produc*K^ The solar collector 
collects heat ^ergy fnm the sun. Then the heat Is kept in a 
storage tank. The heat exchanger circulates the h^t froa thc^ 
storage tank to the area to be heated, and then back to the 
collector. The natural flow of air circulates the heat in this 
system. Fans or pumps can be used to circulate air or liquid in 
our more conpllcated ayetemm. 



A big part of my job Is to design experlwents that test the solar 
heating system. 

HaJ: Whar things do you test? 

Jessica: I test all the separate parts of the heating' sy a ten, like valves, 

pumps, heat exchangers, adhesives, and other materials. And I test 
all the parts together as an entire system. I also do life-cycle 

Ce&tin^. 

Hal: Does that mean testing to see how long something will live? 
Jessica: \es...sort of. Life-cycle testing helps «e deterwine the durability 



of materials jsed in the collectors. Rigbt now, I'm running "quality 
control" tests on the absorber plates used in bu lar collectors. As 
a lab assistant, you'll be helping me with the quality control tests. 



Ila]: Is this, the lab? 

Jessica: Yea. Here is where we test the "out-gasing" properties of seallr.p. 
materials used in solar collectors. 





3-f-W 

e 
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Hal: What's "out-gasin»"? 



\ 



Jessica: What happens in out-gaaing is Just like what happens inside a new- 
closed car on a hot, surnsy day, when the wlfidows become fopy. You 
see, the scaUnts used in solar collectors contain oils— the same 
kind of oils used in the plastic materials in a car. When th# oil 
in the sealants is heated up by the sun, tum& of the oil turns Into • 
gas. The gas condenses on the glass cover on the solar collector, 
lust like it does on the inside surface of car windows. The 
condensation inside a soUr collector cuts down on the awount ot 
solar energy, or sunshine, that enters the collector. 

Hal: So you want to cut down on out-gasing. Is that right? 
Jessica, ves. You've got It. 

Hal! It sounds like deoigning and running eicperitacnts takes a lot of time. 
Do you have other work reapooaibilitlea? 

Jessica: Yes. I write bi-weekly lab reports. I process 

from experiments, to be sure there are no errors. Then I present 
the findings fro» experiments in terms others can understand. 

Hal: What do you mean? 

Jessica: Well, the "language" of solar research engineering is foroailas used 
in physics and math. In fact, without having learned advanced 
phySlis and math in college, I couldn't be a solar research ^^J^**^' 
I use the formulas of physics and math to design expertoents. The 
data I collect from experiments is also i^ formula language, i 
"translate" the formulas into language that can be understood by 
people who aren't scientists. 

Hal: What kinds of tools do you use in your work? 

Jessica: WelL. I sometimes work «Uh chemicals. That requires using a lot 
Jessica. weii.^i l^^^^^^^u. Using ch«»icals improperly is a major hazard 

m any laboratory. But all my other tools are measurement devices. 

I use these mechanical gauges to me*ure pressure. 

Hal: They look like the gauges used on our water heater at hone. 
Jessica: Yes. they're the same, although these are much more precise. 




I 
I 
I 
I 



Hal: This looks like an electrical 
tool. 



Jessica: It is. It*a a per ihe Hornet er 
It laeasures li«ht Intensity. 

But these are «y most useful pieces of equipiaent 




The Data Plex 

takes electrical iopuises from sensor*, attached to other electrical 
tools, like the perihelioaeter, and It converts the electrical 
ijnpulses into nuiAera, like 3TU*s per square foot per hour. 




I 
I 
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Then this Strip Chart Recorder char.ts the information fr cm the Data 
Plex. . These tools sure save me time when 1 write my lab reports. 

Hal: I can see I have a lot tn learn, just to be able to use the tools. 
, Learning about them must take a long time. 

Jessica: I learned aboOt most of these tools in my P^^^^f J^l /"J g^.^. 

enRlneering courses* i« college. I didn't use a Data Plex or Strip 
Chart Recorder until I came to work here at Sol-Products. I 
learned to use them on the job. * 

Hal: Hfw much education beyona nign schwa, ^x,^^^ » » — - - 
a solar research engineer? 

* 

lesslca: You'd need a strong background in college physics, math, and . 
engineering, and some employers may require an 
Sfany colleges offer courses in solar engineering, and many will 
soon offer solar engineering degrees. 

Hal: 1 guess there are Ipts 'of chances for advancement In the field ot 
solar en>4lii«:ering. 
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Jessica: Yes, there are. And the advancement possibilities are growing 
rapldtyi as more and nore solar research Industries are set up. 
A person qualified to work in the field of solar research will 
easily find a Job in alJBOst any part of the country. It's a 
good field for starting your own business* too, because the public 
is very excited about the development of solar industry. 

Hal: There sure arc lots of advantages for workers in the field. What 
do you like heat about it? 

Jessica: I like the enthualasn of the many young people, like you, entering 
the field. I'm looking forward to worklc« with you. 



Hal: Thanks, Jessica. When do we 
start working? 

Jessica: Right now. Bring that condensation 
riatik with you. We'll start run- 
ning Bcme quality control tests 
on a new brand of sealants! 
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SOLAR RESEARCH ENGINEER: QUIZ 



Urlce 3 skxllB or tasKs « aOAa* - 



1. 



2. 



3. 



What is the "language" of solar research engineering? 



Name one possible hazard in the work of a solar . research engineer. 



write the names of 2 tools or pieces of equipment a solar research engineer uses 
on the Job. Write what each one is used for. 



Tool or Piece of Equipment 



Use 



1. 



2. 



What training would a person n*t4 In •timr to got « Jo* 

engineer? 



mm a ooXar research 



I>esrr<hP the career advancement possibilities for a wrker in the field of 
soiar research engineering. 



Where can a solar research engineer expect 4io find a Job? 
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OPTICAL MECHANIC / BENCH TECHNICIAN 

An optical nechaolc «akes eyeglasBes prescribed by eye doctors. 



SKILLS & TASKS 



Orders lens from factory, where It is 
manufactured. 

Putfl lens li» lenaometer, which marks 
the center o» the lens. 

Puts lens In holder. 

Selects "template." a pattern used to 
determine size and shape of lens 
which fits Into the eyeglass frane. 

Puts t««iplate and holder on a 
grinder, which cuts lens into the 
shape of the template. 

Heats lens to smooth ground edges. 



Cools lens with cold air from air 
hose. 

Polishes lens. 

"Pops" lens into frame. 

Itees small pliers, screwdrivers, 
and glass drills to repair 
damaged eyeglasses. 



TOOLS & 

EQUIPMENT 



OTHER SKILLS 



A bench tachnlclan must have good 
mechanical and fine mator 
coordination in order to do 
close preciaion work. 




Ion htf*^**! 
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WORK PLACES 

1. Offices ot eye doctors wtK> dlspccnse eyegiaases directly to jmtieats. 

2. Uboratories where the structure, functions, and diseases of the eye arc studied. 

3. Retail stores that sell prescription lenses. 

WORK CONDITIONS 

1 . work places are veil ventilated, but -ay be noisy because of power grinding 

machines. 

2. Bench technicians work a standard, AO-hour week. 

3. There are «any employment opportunities for physically handicapped people with 
full use of their eyes and Iwnda- 

rrin-ra-e ! llTJ^X.^Z.^lJ'^'^^^^^^^^ 

place* 

TRAININC 

1. On-the-job training, for 2-3 years, depending on size of work site. 
?. Apprentireship programs for 3-4 years. 

3. Vocational schools, for 9 winths full time, and additional on-the-job training. 

4. Aroied forces. 

3. In some states, a be ich technician mist obtain a license before working in retail 
shops. 

ADVANCEMENT 

1. In places that employ many bench technicians, supervisory or laanagerlal positions 
are available. 

2. With more training, qualified bench technicians may becwne dispensing opticians 
or optonetrlc assistants, who. In addition to making eyeglasses, fit the finished 
glasses on patients, ana help carry out tests for prescribing eyeglasses or 
contact lenses. 
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Bench Technician 
Get The Facta 

Name 3 work tasks a bench technician performs on the job 




1. 
2. 



Name 3 tools or pieces of equipment a bench technician uses on the 



job. Tell what each one is use<3l for. 



TOOL 



USE 



1. 



2. 



3. 



What does a bench technician have to read on the job? 



How does a bench technician use math skills on the job? 



Name 2 places where a bench technician can get training. 



Name 2 positions a bench technician can advance to. 

1. 2. — 

What appeals to you the most about a bench technician's work 
conditions? 



I 
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STEPHANIE CROW: 
PRODUCTION SUPERVISOR 



My name la Stephanie Crow. I work In « factory that nakes wooden toys 
tor children. Doll bouses and doll house furniture, cars, trucks, boats, 
and rocking horses are some of the wooden toys manufactured here at Toy 
Craft. And I'» the production supervisor of the assesbly de^rtaent. The 
asse^ly department puts tl« pieces of a toy together Into a finished pro- 
duct. I have to make sure there are enough parts to make the toys, and (*m 
responsible for making sure that the parts are put together correctly so 
that each assembled toy Is strong and sturdy. As production supervisor, I 
also train new workers on the Job. 









\ 




^ — k 




- 1 



My work requires a lot of planning. I meet once a w^ek with the shop 
manager to find out what toys the company wants put together and to plan the 
work the assanbly department will have to do to get the Job done. After the 
nvinaeer and I agree on what's to be done, we write up a "work order" for the 
aaseinbly department. 1 sure use my math skills when I c'leck to s-e If we 
have enough parts to make the number of toys required on the work order. If 
we don't have enough parts, I write up a Urequest order** and send it to the 
parts department. (The workers In the parts department make the pieces of 
the toys we assemble here.) Once I have all the parts on hand to assoable 
th« toys, Che assembly line workers can begin putting them together. As 
the pieces are assembled, I check to be sure the toys are put together 
correctly. That's quality control! 
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I began working for Toy Craft 5 years ago. I worked on aggambly 
Xlne for 2 years, where T learned the system and routine of »ii»Bsft>lliig the 
toys raanufaccursd here. When there vas an opening for production supervisor 
In the asseiAIy dcpartaent 3 years ago, I applied for the position. I got 
2 wontha of on-the-job training for the job, and now I train the new assembly 
workers I'll be supervising. I also train assosbly workers for putting 
together new toys the conpany designs. And when extra workers are needed to 
»eet a deadline, I sowetlaes work on the asse^ly line, too. I still enjoy 
working with glue, screwdrivers, screws, and wood clamps to put wooden toys 
together when ny help la needed. But as production supervisor, the usual 
tools for wy work are conpKiy "work orders" and "request orders, ' my own 
planning skills, and aiy ability to get along well with the people 1 work with 

Toy Craft Is the only co^>any I've ever worked for. I like working here 
for lots of reasons. 1 work 5 days a week, 8 hours a day, with a half hour 
ofi for lunch and three 10-mlnute breaks during the day. Those breaks are 
important for people who work In asseadjly departments. The steady drone of 
the power tools and the routine of «tetttg one task over and over again can 
make people forget to be careful at what they're doing. Working around any 
kind of power tool or piece of machinery can be dangerous If workers become 
careless of what they're doing. Regular work breaks are great safety 

precautions. , 

1 also really appreciate the two week vacation I get every year hcire. 
We all get paid sick days and personal days and membership in the company s 
health insurance plan. And Toy Craft offers great job advanc«aent oppor- 
tunities, too. I've applied for the position of shop manager which will be 
available in 2 months, and I know I have a good chance of getting the job. 
And there are higher paying jobs In the company too, that I can prepare for 
if 1 go back to school or take special company training courses. But that s 
for my future. Right now, I'm happy with the pace at which I'm advancing on 
my job. 



And 




There are plenty of factories I csuld work for. If I wanted to leave 
Toy Craft, But X like working here for all the reasons I've told you about. 
The roost important thix^ for me, though, is working to make a high quality 
product, and Che wooden tco^S X iMlp make here at Toy Craft an- the finest 
on the market. That's part of siy job. 
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PRODUCTION SUPERVISOR: GET THE FACTS "^^^^ 
Name 3 skills and/or tasks of a produce ion supervisor. 

1. 1_ [ . 

2. ^ 

3. , 

Where did Stephanie Crow get training to be a prodiuttion supervisor? 

Name 3 tools Stephanie uses on the job. Name a xise for each one. 

Tool Use 

1, _ • „ . 

2. " . 



3. 



What is Stephanie's work schedule? 



What is one possible hazard for workers in an assembly department? 



What are 2 advantages Stephanie appreciates in her work? 

What training would Stephanie need to advance further on her job? 



Najne <me work place for assembly workers. ^ 
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^ UPHOLSTERY REPAIRER 

1^- 



Uphofstery is the stuffing, covering, and other moterials 
used to make furniture like softis and chairs soft. 
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Th« workshop is well lighted and well ventilated 




1. 


vM>bbing stretcher 


13. 


sewing machine 


2. 


rubber ma I let 


1^. 


bio- gun 


3. 


ripping tool 


15. 


air con^ressor and hose 




tack pul ler 


16. 


staple gur. 


5. 


awt 


17, 


webbing 


6. 


staple puUer 


.18. 


twine 


7. 


screiMlri ver 


19. 


spray paint 


a. 


hammer 


20. 


stuffing 


9. 


needle nose pliers 


21. 


|>ur1ap 


10. 


shears 


' 22. 


tacic strips ' 


n. 


"C" clamp 


23. 


zig zag springs 


12. 


pony c lamp 


. 2k. 


tacks 






25. 


padded wooden horse 
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Skills & Tasks 



TAKES FURNITURE APART: 

1. Removes worn fabric and other materials covering springs 

or t^bbiftQ- 

2. Takes out bent or broken springs. 

3. Rips out Mom tiiebblng. 

Repairs woodan frames by regluing loose parts. 
5. Replaces badly damaged wooden parts. 




PUTS FURNITURE BACK TOGETHER: 

1. Stretches webbing strips lengtJwise and crosswise on frame 

2. Weaves webbing strips where they cross. 

3. Tacks viebbing strips In place on underside of furniture. 
Places springs in position and ties them with twine. 
Forms burlap covering for stuffing. (Stuffing pads the 
springs or webbing and Is often made of material like 
horsehair or foam rubt^r.) 
Sews stuffing to burlap. 

Covers stuffing with cotton fabric, called muslin. 
Lays out pattern. 
9. Cuts fabrr^ 

10. Sews fabric where necessary. 

11. Sews finished cover onto pir^pared stuffing. 

12. Reflnlshes exposed wooden parts. 



5. 



6. 

7. 
8. 



Upholstery repairers in large stores may do only one task over and over, like asserabi 
workers. Upholstery repairers in small shops do many different tasks in a working da 
Many upholstery repairers are self-employed, In their own shops. 
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other skills needed on the job 



,. Physical coordination and JT^lnetf.!/ 

hand tools while using "Outh to put tacKS '"^ " 
2. strength, to lift and move heavy fMrnlture. 

i S^;h'rMUs'Vn9U«*^^"f^^""r.rda9e (Includln, allowance for sea™s) and 
s'. 5:ari'nn.?ilrio order tools and e,u.p«ot fro„ upho.stery suppUers' catalogs. 
7. Buslnels nanase^ent sKllls, to run own shop. 



Training Places 



rrsi?t?i;'^r.re-urs^fd^.?:r:;e^^in... 

^rnUure factories, as an assembly worker. 



Work Places 



Sn»ll repair shops (fewer '3^^"^:'. " 

Furniture factories and '»«P»'^tBBnt"Stores. 
U^^ universities and chain operations like 
hotels, motels, theaters. 




Advancement to: 




Higher wages, as repa?rer*s skflls 
improve and increase. 
Manager of upholstery department 
in a furniture store or factory. 
Owner of an upholstery repair shop 




ERIC 



Hazards 

.acK strain, fro. lifting and moving heavy furniture, and frx>. stanoing and hend.ng 
in awkward positions while *^rking. removed. 
Breathing dust, especially when old stuffing is removed. 

Advantages 



Membership in the upholsterers" ^^^de union ^etireinent p»an, depending on the 

Mavbe n«dical Insurance, vacations, sick time, and retirenie p 

tores get discounts on all their purchases 



Maybe med 

size of the business. ^ » « 

Upholstery repairers who work in department s 
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I S Quiz Yourself 

>r ) ■ upHOLSTERr REPAIRER 

Name 2 tools or pieces of equipment you could find In an upholstery repairer's shop. 

1. . 2. 

Name 2 tasks an upholstery repairer perfom» on the job. 




2. 



Name 1 math skill an upholstery repairer needs on the job. 



Name 1 thing an upholstery repairer might read on the job. 



Name 1 other skill an upholstery repairer needs on the job. 



Name 2 places a person can get training to become an uptiolsiery repairer. 
1. 2- 



I Name 2 places where you might find an upholstery repairer at wrk. 
I. . 2. 



Name I hazard in an upholstery repairer's job. 



rName 1 advantage in an upholstery repairer's job. 



Wnat are some possibilities of advancen^t for an upholstery repairer? 



« 
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CHOICE currlcuiiiR materials Mere developed at 
Mid-Hudson Hlgrant Education Center and jointly 
funded through Career Education Incentive Act, 
CETA, and Ch^ter I, Section \k3 In cooperation 
with Ulster County BOCES, Putnan/Northem 
Westchester BOCES ^ and Mid-Hudson Migrant 
Education Center, New Paltz, New York. 



CHOICE materials are available at cost throu^ 
Auxiliary Campus Enterprises, care of CHOICE, 
P.O. Box Z50, New Paitz, New York 12S61. 



Training mid consultant services availalble. 
For information, contact: 

Connie Cans, Pat Hoppe, Ellsa Ross, or Margaret Taylor 

CHOICE 

P.O. Box 250 

New Paltz, New York I256I 
Telcphon3 9l^»-257-21 U? 



